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ABSTRACT
SCHOOL SAFETY MANUAL FOR BENNETT ELEMENTARY SCHOOL
by
Milena G. Huntington
July 2004
This project examined preventative and responsive safety plans that improved the
educational climate of schools through the successful elimination of negative physical,
mental and emotional threats to students and employees. The review of current research
found that schools were more successful in reducing or eliminating safety threats when a
comprehensive school safety program was collaboratively developed and implemented
Furthermore, a comprehensive school safety plan that was made easily accessible to
every member of the staff and that was assessed continuously also played a vital role to
the success of the school safety plan. Included is a comprehensive school safety manual
that focused on providing staff, students and parents with. preventative and responsive
methods for eliminating safety threats in the school. The manual used various forms of
written expectations, safety procedures and preventative and proactive discipline
interventions. The overall purpose of the manual was to ensure the academic and social
success of students through maintaining a safe and positive school climate for students,
staff and parents.
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CHAPTER ONE
BACKGROUND OF THE PROJECT
Introduction
"No greater challenge exists today than creating safe schools. Restoring
our schools to tranquil arrl safe places of learning requires a major
strategic commitment. It involves placing school safety at the top of the
educational agenda. Without safe schools, teachers cannot teach and
students cannot learn." (Stephens, 1996, p. 12)

Stephens (1996) suggested that the development and implementation of sitespecific safe school plans was critical to the creation of schoo 1environments in which
students were able to learn and teachers were able to teach free from intimidation and
fear. Stephens (1996) also believed that effective safe school plans allowed for an
educational climate that fostered a spirit of acceptance and care for every child. Patti and
Tobin (2001) stated that schools must develop comprehe~sive school safety programs
that addressed and successfully eliminated negative physical, menta~ and emotional
threats to students and employees. In addition, Hunter (1994) stated that school leaders
needed to make schools safer than the streets that led to their doors while at the same
time they maintained an atmosphere which welcomed students and emphasized learning
and citizenship.
The foremost reason for the development of safe school plans, according to Yell
and Rozalski (2000) was that violence among young people in the United States had
reached epidemic proportions with a spillover into public schools. Bulach, Fulbright &
Williams (2003) similarly argued that in light of the increase in physical, verbal,
emotiona~ and sexual abuse among youth in America, the creation of safe schools was
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more important than ever before. Despite the fact that overall violent crime remained
relatively stable, Metzler, Biglan, Rusby & Sprague (2001) stated that violent juvenile
crime had continued to increase dramatically. Public schools saw a spillover of violence
and aggression into school settings that were once relatively safe, and as indicated by
Metzler, Biglan, Rusby & Sprague (2001) reviews ofaggression in schools showed that
there were escalated concerns ofthreats and bullying, robbery, and assault on students
and teachers even at the elementary school level. Bulach (2003) reported that hundreds
of thousands of students were teased, taunted and physically assaulted each day and
teachers noticed and intervened rarely to the episodes. Metzler, Biglan, Rusby &
Sprague (2001) argued that the trends of violence and aggression in schools would
continue unless they could be offset through prevention and early intervention in schools.
Stevens (1996) described the need for safe schools very simply when he explained
that no child could possibly learn and function at his or her highest potential when the
threat of physical or mental abuse was apparent. Because most school safety issues
included only discipline and punishment of violent physical acts and did not address the
issue of school safety in a comprehensive manner, according to Saunter (2001 ), solution;
needed to be found in approaches that improved the safety and environmental conditions

in schools. Correspondingly, Riley and McDaniel (1998) also believed that the
development of safe school plans included excellent discipline plan; that integrated safe
and caring values into the activities of the school.
Jeary (2001) described a comprehensive school safety plan as one that created
physical security for students and employees, but also empowered school members to
take responsibility for their own beravior and safety. Saunter (2001) similarly stated that
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successful school safety plans consisted of shared values and the expectation that each
child and staff member would take ownership over the safety of the school. Furthermore,
according to Jeary (2001), schools needed to provide collaborative and integrated
approaches for dealing with all aspects of safe schools which included school and
community connections, emotional wellness, student involvement and leadership and
physical security.
Patti and Tobin (2001) along with Sautner (2001) argued that while many schools
implemented strict zero tolerance programs, few were successful in creating school wide
climates of no1r violence because those types of programs only toucred the tip of the
iceberg surrounding the complications of developing safe schools. Skiba and Peterson
(1999) also believed that school safety was not limited to the creation of strict no1r
violence policies, but needed to include programs that approacred the issue and
prevention of all aspects of safe schools.
Riley and McDaniel (1998) explained that comprehensive safe school plans began
with a clear and data driven understanding of school safety issues and that school
administrators needed to use that information to prevent incidents of school violence
rather than reacting to them. In agreement with the previous author, Veech and Saltzman
(2003) believed that schools needed to maintain high levels of awareness to the potential
of violence so that the information could give be used to prevent further incidents and to
ensure the safety and security of students and staff.
Riley and McDaniel (1998) advised that comprehensive preventative school
safety plans in which all parties involved were personally invested were most effective in
meeting the needs of students and staff. According to Jeary (2001), a preventative school
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safety plan with detailed and comprehensive approaches to safety was the most impmtant
plan an administrator could ever develop.
Statement of the Problem
Can a comprerensive safe school plan improve school climate and limit potential
safety risks for students and teachers? Will the collaborative implementation of a safe
schools manual empower teachers and students to take ownership over the safety of the
school, thus creating a setting in which students are able to learn and teachers are able to
teach without threats to safety?
Purpose of the Project
The purpose of this project was to collaboratively create and implement a safe
school manual for Bennett Elementary in tre Bellevue School District located in
Bellevue, Washington. The plan was designed to include teachers, students and the
community in the development of a comprehensive and readily accessible safe schools
manual in which the physical, emotional and mental safety of students was addressed.
The collaborative aspect of the manual was important in gaining the respect and
ownership of all those involved in the school.
Limitations of the Project
This project was developed to create a safe and positive environment specifically
for the elementary school, Bennett Elementary in Bellevue, Washington. This plan may
not be appropriate for any other schools as it was developed with the specific campus,
students, staff and community of Bennett Elementary.
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Research
The Review of literature for this project was limited to articles written and
research conducted in the last fifteen years. Additional infonnation was gathered from
neighboring elementary schools.
Definition of Terms
For the purpose of this project the following terms were defined:
Safe Schools: Schools in which students and staff perceive themselves as being
safe, and are in fact safe from preventable acts of violence or bullying and in which
students, staff and the community are adequately prepared for natural or other disasters
(Jeary, 2001).
Comprehensive Safe School Plan: An effective school plan in which all aspects
of safe schools including prevention, reaction and assessment of the plan are addressed,
documented, and implemented in the school (Saunter, 200 I).
Bullying: Any form of verbal or physical abuse with the intent to harm or hurt by
an aggressor who is superior to the victim physically, psychologically or in some other
way (Bulach, 2003).
Zero Tolerance: School policy in which all offenses are swiftly and severely
punished usually resulting in suspension, expulsion or other forms of specific and
immediate discipline (Skiba, 1999).
School Members: Those involved with the school. School members include, but
are not limited to staff members, students, parents, and volunteers (Jeary, 2001).

CHAPTER TWO
A REVIEW OF RELATED LITERATURE AND INFORMATION OBTAINED FORM
SELECTED SOURCES
Introduction
Administrators, teachers and community members around the country agreed that
school safety was a paramount concern (Thomerson, 2000), and according to Bilchik
(2000), an increased percentage of students and teachers felt that they were not safe at
school. Bilchik (2000) also stated that any crime committed at a school was one too
many, and that other issues which confronted youths, such as bullying, violence,
prejudice, terrorism or the fear of natural disasters, significantly impacted their ability to
learn, as well as the school staffs capacity to teach. Patti and Tobin (2001) believed that
solutions to school safety required more than a simple focus on physi:al injury and
weapons and added that effective school safety plans were imperative to the academic
and social success of students.

The Need for a Comprehensive School Safety Plan
Scott, Nelson & Liaupsin (2001 ), reported that incidents which involved school
violence, or lack of school safety, had received a great deal of media attention and
declared that the issue of school safety had gained national prominence. In response to
mounting concerns involving school safety, the federal government launched multiple
initiatives to confront school violence and foster school safety (Bilchik, 2000). Under the
direction of the White House, specific guides that addressed the issue of school safety
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were published to inform schools and community members of the need for serious action
in combating safety threats in schools (Pasco pell a, 2001 ).
Thomerson (2000) explained that despite new policies, initiatives, and even past
disasters, many schools were still net taking effective measures in preventing school
violence and tragedy. For these reasons, Stetzner (1999) suggested that efforts which
prevented school safety issues needed to include a comprehensive school safety plan.
Hunter (1994) indicated that if school officials wanted to protect students against acts of
victimization, they would have to use a school-wide systemic approach to prevent and
respond to all types school safety issues.
Bulach, Fulbright & Williams (2003) explained that teachers, students and
administrators recognized the problems associated with school safety concerns. A
summarized 1996 survey, administered by the Department of Justice, stated that "12
percent of students reported carrying weapons to school for protection, 28 percent stated
that they did not feel safe while at school, and 11 percent actually attempted to skip
school because of the fear of bullying, violence or other safety concerns" (Yell &
Rozalski, 2000, pg. 187).
According to state and national surveys, teachers reported observing student
behaviors such as cursing, grabbing, pushing, verbal threats, and intimidation as the most
prevalent forms of violence occurring on school campuses (Scott, Nelson & Liaupsin
2001 ). Furthermore, seventy- five percent of adolescents reported being bullied while
attending school (Bulach, Fulbright & Williams 2003). Yell & Rozalski (2000) revealed
that violence in and around schools had become more common and more serious. In late
1990 studies summarized by Bilchik (2000) it was determined that three million crimes
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were committed each year on school campuses and Metzler, Biglan, Rusby & Sprague
(2001) repo1ted that antisocial behavior, youth violence and safety were the leading
concerns in American schools.
Bulach, Fulbright & Williams (2003) explained that violence which was often
associated with impoverished inner-city schools had moved into suburban and rural
schools. In agreement, Metzler, Biglan, Rusby & Sprague (2001) concurred that there
was a significant spillover of violence and aggression into school settings that were once
considered relatively safe and therefore recognized that even schools which did not have
significant issues with violence or threats to school safety needed to take preventative
measures.
According to Skiba and Peterson (1999) in response to concerns over school
safety, state and national policy makers proposed and implemented a variety of
preventive efforts, including zero tolerance policies, metal detectors, and video
monitoring. Sautner (200 I) contended that these strategies did not reflect a holistic
approach to effectively dealing with the issue of school safety and Scott, Nelson &
Liaupsin (200 I) reported administrators, teachers and students agreed that school safety
was an issue that encompassed more than instances of injury by physical force.
Patti & Tobin (2001) explained that in addition to the concerns of violent acts,
bullying, and the crimes committed by their classmates, students had even more safety
concerns to cope with than in the past. An article published in NEA Today (2000)
reported many students felt unsure about their school's ability to effectively protect them
in the case of a natural disaster. In addition to fears of violence and disaster, Shepard
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(2002) explained that a growing number of students exhibited fear regarding the
possibility of a terrorist attack occurring on or near the school campus.
Many authors revealed that student perception of school safety had a significant
impact on academic achievement (Thomerson, 2000, Scott, Nelson, Liaupsin, 2001 &
Veech and Saltzman, 2003). Metzler, Biglan, Rusby & Sprague (2001) believed that
students who perceived themselves as being safe at school academically outperfonned
students who did not. Stephens (1996) explained that no child could learn to his or her
highest potential, and no teacher could teach effectively when the threat of personal
safety was apparent. Scott, Nelson & Liapupsin (2001) maintained that when a student
was in fear of being harmed in any way, it was a violation of his or her right to learn.
Due to the impact that student perception of safety had on a child's over all success at
school, Veech & Saltzman (2003) explained that efforts must be made not only to create
a safe school environment, but to ensure student perception of safety as ~ll. According
to Jeary (2001) and Veech & Saltzman (2003) the most effective method for creating a
perception of safety for students and teachers was to involve them in the creation of a
safe school plan.
Components of a Comprehensive School Safety Plan
According to the combined works ofVeech & Saltzman (2003), Riley &
McDaniel (1998) and Jeary (2001 ), there were several components to the development of
a comprehensive school safety plan. Those components included:
1. Prevention/Preparedness
2. Collaboration
3. Emergency/Crisis Response
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4. Continued Assessment
Prevention
According to Stevens (1996), prevention was an important component to the
development of a comprehensive safe school plan. Because many threats to school safety
involved student participation in school violence or bullying, Berkey, Keyes and
Longhurst (2001) believed that a majority of issues could be prevented or prepared for
through teacher and student training. Metzler, Biglan, Rusby and Sprague (2001)
provided evidence of the potential of school-based programs for preventing violence and
Hunter (1994) and Sautner (2001) agreed that when schools were willing to sustain a
comprehensive and systematic approach to cultivating the social, emotional, and ethical
development of children as part of their education, students not only did well
academically, they also learned how resolve conflicts more appropriately. Patti & Tobin
(2001) believed that school-based violence prevention programs were an effective way to
limit student aggression and teach students positive new skills they could use for a
lifetime. According to Sautner (2001) effective preventative school safety programs
taught students the ability to manage emotions, resolve conflict, and take ownership of
their own safety and the safety of others. Stevens (1996) stated that prevention programs
designed to make schools safer through limiting bullying and violence made an important
difference in the lives of children at the elementary school level. Riley and McDaniel
(1998) also believed that the same was true in the prevention and preparation for disasters
such as fires, earthquakes, bomb threats or any other crisis situations. Richard, Veech
and Saltzman (2003)stated that when all stakeholders in the school were educated,
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involved and practiced in dealing with the possibility of a disaster, the likelihood of
injnry, panic and confusion was far less likely.
Riley and McDaniel (1998), Veech & Saltzman (2003) and Pascopella (2001)
believed that all safe scluol plans began with prevention. According to Stetzner (1999)
information gathering such as site assessments, statistics, and surveys not only prevented
threats to school safety but also better armed school member to react to incidences as
well. According to Riley and McDaniel (1998) awareness grounded in solid information
was the most powerful weapon in winning the battle over creating a safe school
environment.
Veech & Saltzman (2003) stated that it was imperative that schools had ongoing
reviews of the physical environments of schools to determine if there were any areas
where students or staff safety were compromised so that immediate action could be taken
to eliminate or reduce the problems. Pascopella (200 I) also explained that site
assessments conducted with the aid of law enforcement, fire department or other agencies
were invaluable in pointing out campus trouble spots and evaluating emergency
evacuation procedures.
According to Riley and McDaniel (1998) administrators needed to use and
maintain statistics concerning incidents of disruption and school crime to track the types
of problems that have occurred. Stephens (1996) stated that statistics served as valuable
tools in predicting and preventing future incidents since most school crime problems
were caused by a small percentage of students. Veech and Saltzman (2003) added that
statistics involving the community crime rate and past local natural disasters were also
helpful to assess when developing a safe school plan.
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Many scholars agreed that surveys given to the entire school community provided
additional infonnation regarding school safety as well (Jeary, 2001, Riley and McDaniel
(1998). Patti and Tobin (2001) explained that it was important for administrators to
learn about the perception that parents, students, neighbors and staff members had
surrounding the issue of school safety. Stevens (1996) believed that not only was it
important for administrators to understand the perceptions and concerns expressed by the
school community, but tint information gathered could be used to pinpoint an area of
concern that may have been overlooked previously.
Collaboration
As described by Sautner (2001), school safety was best addressed through the
collaborative efforts of students, teachers, parents, and community members. Many
authors have agreed that it is impossible for a school to be truly safe if all members
associated with the school did not have some ownership over the safety of a school
(Stephens, 1996, Sautner, 2001, Metzler, Biglan, Rushy & Sprague, 2001).
Yell & Rozalski (2000) contributed to the idea of collaboration when they explained that
all staff members such as teachers, custodians, office assistants and administrators should
take responsibility in safety planning and in maintaining the safety of other staff and
students. Because as many as 75 percent of school violations by students on campuses
occurred outside of the regular classroom, Veech & Saltzman (2003) explained that every
member of the staff should annually review the districts code and should be trained to
deal with a variety of emergency situation if they were expected to react to threats of
safety in effective and appropriate ways.
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Riley and McDaniel ( 1998) believed that students also needed to be involved in
establishing and maintaining the safety and security of their own school and that sh1dents
were the most valuable resources in developing and maintaining a safe school
environment. Jeary (2001) explained that students had traditionally been the recipients of
safety programs but plans that empowered and involved students to make decisions about
their own safety were far more effective. Stephens (1996) also believed that it was
imperative to create an active student component in the development of a school safety
plan. He furthered his argument when he explained that student participation in planning
promoted responsible student development and maturity which enabled students to be a
part of the solution to school safety rather than just the problem. In a study described by
Scott, Nelson & Liaupsin (2001 ), safe school plans that included students in the decision
making process were far more effective in decreasing student acts of violence, theft and
vandalism. Patti and Tobin (2001) also explained that students who contributed to the
safety of the school perceived themselves as being safer at school than those who did not.
Leff, Power, Manz, Costigan & Nabors (2001) agreed that schools that empowered
young people to make more choices and to take more responsibility for safety and
learning, they inevitably needed to use more effective communication and problemsolving skills to do that. Furthermore, Mather (2001) believed that in the process of
involving youth, the teacher/student relationship was improved, because youth began to
like and trust the person who respected them enough to give them a voice.
Jeary (2001) stated that in cases of emergency or disaster, it was imperative for
parents and the community, as well as students, to be knowledgeable and invested into
the school safety plan in order for them to contribute to the overall safety of the school.
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According to Mather (200 I), schools that had strong relationships with parents and
communities were better able to build environments where tensions were reduced and
safety was increased. In addition, Sautner (200 I) believed that as schools strengthened
relationships through the involvement of conununity in development and implementation
of the school safety plan, they were also able to constrnct a stronger basis for the
exchange of resources. Stephens (1996) added that bonds with the community fostered
responsiveness in emergency situations and allowed the community and school to deal
with safety situations more effectively.
Emergency/Crisis Response
Another component of a comprehensive safe school plan according to Leff,
Power, Manz, Costigan & Nabors (2001) was emergency and crisis response. These
scholars concluded that many teachers were unprepared, and even afraid to deal with
emergency situations and dangerous student behavior. Leffler & Snow (2001) believed
that one of the major impacts on school safety was the lack of active emergency and
crisis planning which resulted in unsafe classroom environments. Fields (2002) reported
that even teachers of students with emotional and behavioral disorders or health
impairments often failed to have effective emergency and crisis management plans and
suggested that teachers improved overall school safety for staff and students when they
were involved in the development and implementation of emergency and crisis planning.
Leffler & Snow (2001) conveyed the importance of crisis response when he revealed that
teachers who were qualified to respond to emergencies and crisis's created safer learning
environments, and dealt more effectively with verbally and physically aggressive student
behaviors. Leff, Power, Manz, Costigan & Nabors (2001) concurred that teachers should
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effectively plan for the emergency and crisis situations due to the overriding statistics
providing evidence that lack of preparedness for emergency and crisis response has
negative effects on teachers and students.
According to Leffler & Snow (2001) one of the major impacts that resulted from
the lack of crisis managemefit plartnifig was classroom ertvirortmeri.ts that were neither
safe nor conducive to learning. Stevens ( 1996) stated that the two primary goals
associated with the implementation of the emergency and crisis management plan were to
manage the students to prevent injury from occurring to the student or others and to
protect the teacher from injury.
Leff, Power, Manz, Costigan & Nabors (2001) stated that a collaborative process
to emergency response planning should be intended to be used for individual classroom
crisis's and emergencies as well as disastrous school emergencies such as, fires,
earthquakes, explosions, intruder alerts and so on. In those cases a district-wide district
crisis/catastrophe response plan should have been followed, but that the plan should be
modified to fit the specific school and classroom (Leffler & Snow, 2001).
Ongoing Assessment
The last major component in the development of an effective and comprehensive
school safety plan, as reported by Riley and McDaniel (1998) involved continued
assessment of the plan itself. Patti & Tobin (2001) indicated that every school needed to
conduct an annual safety assessment of its safe school plan because safe school planning
was an ongoing process. Veech and Saltzman (2003) said that the evaluation component
was imperative to the refinement of the safe school actions and attitudes that the school
wished to create and Pati and Tobin (2001) described a school safety assessment as a
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strategic evaluation and planning tool that could be used to improve school safety as well
as check compliance with the local and state laws. Stevens (1996), Riley and McDaniel
(1998), and Veech and Salzman (2003) believed that a school safety assessment was
nearly as important as the development of the school safety plan itself.

CHAPTER THREE
PROCEDURES
The purpose of this project was to develop a safe schools manual for Bennett
Elementary. To accomplish this task, a review of recent related literature and research
was conducted and the ififonnation waS analyzed. Supplementary infonnation from
selected elementary schools was obtained.
Need for the Project
"The rising recognition of school safety as a serious problem has caused many
to rethink how school policies directed at increasing safety and reducing
violence may be modified or expanded to address a broader spectrum of
school safety issues. Specifically, many state legislatures now are interested in
passing laws that influence the development of school-based violence
prevention policies. In tum, school administrators and staff are interested in
learning how existing policies may be modified to address school safety more
directly and in discovering how prevention programs might best be
implemented in school settings. This interest has resulted in a significant
amount of legislative, policy, and programmatic activity in recent years
related to school safety." (Limber & Small, 2003, p.3).
Bennett Elementary School is in the Bellevue School District, located in Bellevue,
Washington. Although there are several safety guidelines for staff and students to follow,
the results of a survey on school safety administered in the spring of 2004 indicated that
staff did not feel confident in their abilities to respond to many school safety issues for
several reasons including a lack of training and resources involving school safety. It was
also shown that staff had a strong desire to help create a comprehensive school safety
plan which involved staff, students and the community. Additionally, Bennett staff
members were particularly concerned over the lack of school wide, cohesive instructional
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materials which could be used to prevent bullying behavior across all grade levels at the
elementary school. According to staff members, Bennett elementary also lacked the
consistency and knowledge surrounding an effective school wide safety plan that was
considered vital in so much of the research regarding school safety. Finally, because
Bennett Elementary was already implementing several aspects of a safe school, staff
member had a strong desire to have a comprehensive safe school manual available to
them as a resource for preventing and responding to school safety threats.
Procedures of the Project
The writer undertook the following procedures to develop a
comprehensive safe school manual for Bennett Elementary School.
•

An extensive review of recent related literature was completed.

•

The training, review and adoption of the program Skill Streaming was
incorporated into the preventative section of the safe school manual.

•

A survey was developed to ascertain the perceived needs of the staff
regarding school safety.

•

The survey results were tallied, analyzed and totaled.

•

The safety and discipline plans of the following schools were reviewed
and analyzed:
•

Jefferson Elementary School, Mt. Vernon School District

•

Cedarhurst Elementary School, Highline School District

•

Challenger Elementary School, Issaquah School District

•

Island Park Elementary School, Mercer Island School District

•

Campbell Hill Elementary School, Renton School District
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•

Woodridge Elementary School, Bellevue School District
Planned Implementation of the Project

The safe school manual for Bennett Elementary will be implemented at the
beginning of the 2004-2005 school year in two phases. The first phase will consist of
staff training in school safety and use of the materials included in the safe school manual.
The second phase will include the implementation of the plan through the teaching and
training of students and community in regards to the guidelines set forth in the school
safety manual. Lastly, the safe school manual will be reviewed, revised and revisited at
least annually by the safety committee

CHAPTER FOUR
THE PROJECT
"In creating a "peaceable school" -- a safe environment where students are
encouraged to experiment with peaceful ways of resolving conflict -- teachers
strive to give their students a new image of what their world can be. For this
to happen, however, the teachers themselves must change. They must learn
and apply a new set of skills for heading off and resolving conflict. Even more
difficult, they must adopt a new style of classroom management, one that
fundamentally involves a sharing of power with students so that they can learn
how to deal with their own disputes." (Lantieri, 2000, p. I).

The purpose of this project was to develop a comprehensive school safety manual
for Bennett Elementary. The following plan was developed to assist current and future
Bennett staff, students and community members in maintaining a safe and positive school
environment. This plan includes procedures, rules and lesson plans for staff members,
students and families to effectively prevent and respond to threats to physical safety at
Bennett Elementary. Teachers, administrators and other staff will be able to use this plan
as a guide to provide a safe learning environment for students and may also be used in the
training of future staff. Operating as a resource for administration and staff, the "Bennett
School Safety Manual," will become an important part of maintaining an orderly, safe
and positive school climate at Bennett Elementary.
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SECTION I

An Introduction to the Safe School Manual

Bennett Elementary Bulldogs
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The Development Process
The writer of this manual began this project after determining that there was a
great need for the development of a comprehensive school safety manual. This
determination was made based on conclusions found in the 2004 Bennett School Safety

Silrvey (see end of section). It was decided that Be11nett Elementary needed a
comprehensive safe school manual that supplemented much of the scattered safety
information already in existence. Additionally, the safety plans of six elementary schools
were obtained and reviewed. Finally, the review and adoption of the program,
Skills/reaming the Elementa1y School Child was incorporated into the staff safety manual

section of the manual.
The Safety Committee
The safety committee included the participation of several staff members,
students and parents. These members were not responsible for developing the
comprehensive safety manual but are rather responsible for ensuring that future
yearly planning, revision and training takes place.
The Delivery Model
The comprehensive safe school manual for Bennett Elementary was
implemented before the start of the 2004-2005 school year in staff training. It was
presented by the writer to the staff of Bennett Elementary in accordance with
Bellevue School District's requirement for school safety. The applicable cortents of
the manual were then presented to students and parents during the actual school year
by previously trained staff members.
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Student Safety Survey
Bennett Elementary

Directions: Circle a number that best describes your feeling about each
statement listed below.

Scale: 1-5
1=Strongly Disagree
2= Disagree
3= Don't Agree or Disagree
4=Agree
S=Strongly Agree
1. I feel safe in school

12345

2. I know what to do in case of an emergency at
school

12345

3. I believe the teachers at Bennett can keep me
safe in an emergency at school

12345

4. I know what to do if someone is bullying me
at school

12345

5. I know what to do if I see someone else being
bullied at school

12345

6. I know the school rules

12345

7. My parents know the school rules

12345

8. I think other students and teachers follow the
school rules

12345

9. All students are treated fairly at this school

12345

I 0. I have talked to my parents about what to
do if there is an emergency when I am at
school and they cannot come and get me.

12345

11. I would like to feel safer at school

12345
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Parent Safety Survey
Bennett Elementary

Directions: Circle a number that best describes your feeling about each
statement listed below.
Scale; 1-5
l=Strongly Disagree
2= Disagree
3= Don't Agree or Disagree
4=Agree
S=Strongly Agree

I. My child is safe in school

I2345

2. My child knows what to do in case of an emergency at
school

I 2345

3. I believe the teachers at Bennett can keep my
child safe in an emergency at school

I2345

4. My child knows what to do if someone is bullying
him/her at school

I 2345

5. My child knows what to do if he/she sees someone
else being bullied at school

I2345

6. I know the school rules

I 234 5

7. My child know the school rules

I2345

8. I think students and teachers follow the
school rules

12345

9. All students are treated fairly at this school

12345

I 0. I have talked to my child about what to
do if there is an emergency when he/she is at
school and I cannot pick him/her up

12345

11. I would like to feel my child is safer at school

12345
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Staff Safety Survey
Bennett Elementary

Directions: Circle a number that best describes your feeling about each
statement listed below.
Scale: 1-5
1=Strongly Disagree
2= Disagree
3= Don't Agree or Disagree
4=Agree
S=Strongly Agree
1. I feel safe in school

12345

2. I know what to do in case of an emergency at
school

12345

3. I believe I can keep my students
safe in an emergency at school

12345

4. I know what to do if a child is being bullied
at school

12345

5. I know how to prevent bullying behavior
of students

12345

6. I know the school rules and discipline policies

12345

7. Parents and students know the school rules and
discipline policies

12345

8. I think students and other teachers follow the
school rules

12345

9. All students are treated fairly at this school

12345

10. Information on emergencies and discipline
policies is easily accessible to me in my classroom

12345

11. I would like to feel safer at school

12345
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SECTI0N2

Bennett Elementary Discipline and Safety Guide
•
•
•
•

Staff Commandments
Bennett Discipline Policy and Consequences
Procedures for Teaching Safety and Social Skills
General Rules and Safety Expectations

Bennett Elementary Bulldogs
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Staff Commandments
1.

Help each other to be right, not wrong

2.

Look for ways to make new ideas work- not for
reasons why they won't.

3.

If in doubt- check it out. Don't make
assumptions!

4.

Help each other win and take pride in other's
victories.

5.

Speak positively about each other and about
your organization.

6.

Maintain a positive mental attitude no matter
what the circumstances.

7.

Act with initiative and courage, as if all depends
on you.

8.

Do everything with enthusiasm- it's contagious!

9.

Don't lose faith- believe that all students and
staff will succeed.

10. BE SAFE and HAVE FUN!
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Bennett Discipline Policy
The Bennett discipline program focuses on a proactive approach
using positive reinforcement and problem solving. The staff will
implement a variety of strategies to encourage and recognize positive
and safe behavior and student achievement, while emphasizing
responsibility and good decision making.· It is the expectation that
students and adults at Bennett will demonstrate the following schoolwide rules:

SCHOOL-WIDE RULES
I. BE RESPONSIBLE- Follow through on expectations outlined for areas and
activities such as assemblies, lunchroom and playground, as well as classroom.
Example: Being on time, dressing appropriately for the activity and weather and
attending school unless ill or excused.
2. BE RESPECTFUL- This means being polite and considerate of others. This
includes proper use of equipment and care of the building. Example: Following
instructions given by school adults; using respectful language and actions.
3. BE SAFE- Work and play in ways that prevent harm to yourself and others.
Example: Using equipment properly, playing in designated areas, sitting on the slide,
walking bikes on school grounds and walking on W<ilkways.
4. BE KIND- Treat each other gently. Look for ways to help other people. Accept
when someone makes a mistake. Example: Encourage all students to participate in
activities and games.
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Bennett Discipline Policy Continued
Although our focus will be to encourage and recognize positive
and safe behavior, "Think and Write" slips are given to students who
choose not to practice and follow expectations.

CONSEQUENCES
If a student chooses to disobey the rules, consequences will be implemented in tre
following steps. If no other incidence of any kind occurs within 20 school days of the
last incident, the student will return to the beginning of the plan.

1" Incident:
Student will complete their portion of the "Bennett Think and Write Form" as directed by
the supervising staff. One copy will be given to the teacher, one copy filed with the main
office, and one copy sent home to the parent for signature and return.

2"d Incident:
A second incident will result in the loss of the p.m. recess. Students will again complete
their portion of the "Bennett Think and Write Fonn" as directed by the supervising staff.
One copy will be given to the teacher, one copy filed with the main office, and one copy
sent home to the parent for signature and return.
3'd Incident:
A third incident will result in a student, parent, teacher, and principal conference at which
time appropriate consequences will be mutually agreed upon. Possible consequences
may include in-school suspension, short-term home suspension, community service acts,
or campus clean up. Students will again complete their portion of the "Bennett Think and
Write Form" as directed by the supervising staff. One copy will be given to the teacher,
one copy filed with the main office, and one copy sent home to the parent for signature
and return.

Behavior, which is blatantly disrespectful, noncompliant and/or threatening, may
result in moving directly to the consequences of the 3'd incident.
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Procedures for Teaching Safety and Social
Skills

In order to carry out the safety and discipline policies outlined in this manual,
teachers will need to provide students with opportunities to learn and practice safety
procedures and rules and will also need to provide students with social skills training so
that sttrlents will be able to take an active role in maintaining the overall safety of
Bennett Elementaiy.
Following are general procedures for teaching these skills to students adapted from

Skillstreaming the Elementa,y School Child (1997). Teachers should keep in mind that
lesson plans may need to be adjusted according to student's prior knowledge and
developmental stage. Most importantly, these skills should be revisited regularly and as
needed. These procedures should be in addition to regularly scheduled eirergency drills
and evacuations.

Safety and Social Skills Teaching Steps

I. Define the Skill
2. Model the Skill
3. Establish Student Skill Need
4. Select Role-player
5. Set up Role-play
6. Conduct Role-Play
7. Provide Performance Feedback
8. OFFER POSITIVE REINFORCEMENT FOR STUDENT DEMONSTRATING
THE NEW SKILL IN REAL LIFE SITUATIONS
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Teaching Procedures
STEP 1: DEFINE THE SKILL
In this brief activity, the teacher leads a discussion of the skill to be taught. Whether
the skill has been selected by the teacher or as a result of specific behaviors of the
students, this activity is a necessary beginning. The goal is to help students
understand the .skill to be taught in the session and c&n typically be achieved in a few
minutes of discussion
Examples of Definable Skills:
Emergency Response (fire drills, earthquakes, etc.)
Reporting Unsafe Behavior of other Students
Responding to Teasing
Ignoring Distractions
Listening
Accepting Consequences
Making Complaints
Responding to Bullying
Dealing with Anger
STEP 2: TEACHER MODELS THE SKILL
Modeling is defined as learning by imitation. Imitation is an effective and reliable for
both learning new behaviors and strengthening or weakening previously learned
behaviors.
Modeling Guidelines:
1. Use at least two examples for each skill demonstration
2. Select situations relevant to students' real life
circumstances
3. The model should be portrayed as a student similar to
that of students in the class
4. Modeling should depict positive outcomes
5. Modeling should depict all behavior steps of the skill in
the correct sequence
6. Modeling should include "thinking aloud" any portions
of the behavioral steps that are not physically visible
7. Modeling displays should depict only one skill at a time
STEP 3: ESTABLISH STUDENT SKILL NEED
Before students begin role-playing the skill, it is important to identify each
student's current and future need for the skill. An open discussion with the group
is needed to establish relevant and realistic role-plays. Each student should be
able to describe briefly where and when she or she would find it useful to use the
skill just modeled.
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STEP 4: SELECT ROLE-PLAYER
Typically, the teacher may ask for volunteers to begin the role-play, but it may be
that the teacher will choose specific role-players to maximize the effectiveness of
the role-play.
STEP 5: SET UP THE ROLE-PLAY
Once the role-player is selected, he/she is designated as the main actor. The main
actor may choose a second person to play the role of the other student if

necessary. The teacher th'!r1 explains lb the actors what behaviors are expected
and describes the skill/situation that should be role-played.
STEP 6: CONDUCT THE ROLE PLAY
The main actor is told to follow the behavioral steps modeled by the teacher
previously and to "think aloud" what would normally be thought silently so that
other students are able to follow along with any non-visible behavioral steps. For
the first several role-plays, observers can be coached as to what kinds of cues to
observe (eg., posture, words chosen, tone of voice, etc.) and role-players may also
be coached to keep the role-play going according to the behavioral steps. Once
the initial role play is completed satisfactorily, role-playing should be continued
in small groups until all members of the class have an opportunity to role-play the
skill.
STEP 7: PROVIDE PERFORMANCE FEEDBACK
A brief period of feedback should follow each role-play. Feedback lets the actors
find out how well they followed or departed from the behavioral steps, evaluates
the impact on observers and encourages actors to try out the behavior in real life.
STEP 8: OFFER POSITIVE REINFORCEMENT FOR STUDENTS
DEMONSTRATING THE NEW SKILL IN REAL LIFE SITUAITONS
There are several ways to positively reinforce the use of new skills in real life
situations. Some teachers may want to offer awards for students who demonstrate
new skills while others may decide to create a classroom meeting time for
students to share situations in which they were able to demonstrate the skill.
Whatever method is chosen, it is important that students are encouraged and
recognized for demonstrating the use of new skills.
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General School Rules and Safety
Guidelines
General school rules and safety guidelines are outlined in the parent and student
handbook in Section 3 of this manual. All staff members should familiarize
themselves with these rules and guidelines and should make every attempt to enforce
and follow through on the expectations, consequences and rewards included in the
section.
These rules and guidelines were created in order to develop a safe and productive
learning environment for students at Bennett Elementary. Each classroom teacher
should lead the class in as many discussions as necessary for students to fully and
completely understand the contents of the rules and safety guidelines.
Once teachers feel confident in their students' understanding of the handbook, it
should be sent home for parents to discuss with students. Parents and students should
then sign and return the last page of the handbook to the teacher to ensure all families
have read and understand the contents of the handbook. Teachers may need to
conference with individual families who have questions or concerns about the safety
handbook.
The contents of the handbook should be re-visited with students as needed
throughout the school yea,r and again at the beginning of each new school year.
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SECTION3
Bennett Elementary Family Safety Handbook

•
•
•
•

Introduction Letter to Parents and Students
School-Wide Rules
Student Responsibilities, Rights and Privileges
Bennett Elementary Expectations
l> General Expectations
l> Dress Code
l> Student Arrival and Departure
l> Riding the Bus
l> Playground
l> Assemblies
l> Lunch
l> Student Recognition
• Consequences
• Parent Responsibility
l> Visitors
l> Volunteer/Mentor Program
l> Emergency Procedures
l> Taking Medication at School
l> Late Arrival/Early Dismissal
• Absences
• Field Trip Policy
• Homework Policy
• Zero Tolerance Policy
• Sexual Harassment Policy
• Parent and Student Letter of Acknowledgement

Bennett Elementary Bulldogs
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Bennett Elementary

Safety Handbook

Bennett Elementary

17900 N.E. 16th St.
Bellevue, WA 98008

(425) 456-4800

2004
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Dear Parents,
An effective and comprehensive safety program is essential in the teaching and learning
process. The staff at Bennett Elementary has established an educational environment in
which children can safely and comfortably learn at their own level and with maximum
satisfaction. Each student has the right to learn and play at Bennett Elementary without
disruption or antagonism from other students.
The staff is committed to teaching and reinforcing safety and appropriate student
behavior. Courtesy and respect are practiced by all staff members and students. Students
are encouraged to consistently follow school mies of conduct, set a positive example for
others, and always be conscious of how their behavior affects others.
Together, our goal at Bennett is to assure that each child achieves success. We believe
that you, as parents, play an important role in helping your child achieve Bennett's
expectations, both academically and socially.
Parents can help by understanding and supporting the Bennett safety procedures and the
four important Bennett expectations. Helping children learn to make safe and positive
choices is a joint effort between home and school.
Generally, playground supervisors and classroom teachers administer discipline; but
when the situation warrants, the principal becomes involved. Parents are not necessarily
called on the first problem. The students are encouraged to take responsibility for their
actions and to learn to meet the rules and expectations of the school. We believe each
student has the final responsibility for the consequences of his/her behavior.
With your cooperation and help we can provide a positive, productive and safe learning
environment for your child.
After reading and discussing the Bennett Safety Handbook with your child, please sign
and return the separate form at the end of this booklet to the your child's teacher.
Thank you for your support,

The Bennett Staff
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SCHOOL-WIDE RULES
5. BE RESPONSIBLE- This means following through on expectations
outlined for areas such as assemblies, lunchroom and playground as well
as classroom. Example: Being on time, dressing appropriately for the
activity and weather and attending school unless ill or excused.
6. BE RESPECTFUL- This means being polite and considerate of
others. This includes proper use of equipment and care of the building.
Example: Following instructions of all school adults; using respectful
language and actions.
7. BE SAFE- This means working and playing in ways that prevent harm
to yourself and others. Example: Using equipment properly, playing in
designated areas, sitting on the slide, walking bikes on school grounds
and walking on walkways.
8. BE KIND- This means treating each other gently. It means looking for
ways to help other people. It means having it be "okay" when someone
makes a mistake. Example: Encourage all students to participate in
activities and games.

ALL STAFF will consistently work with students to
carefully define the following school expectations.
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STUDENT RESPONSIBILITIES
Students are responsible to:
1. Attend school on a regular basis and to be on time
2. Complete all academic work as assigned
3. Bring appropriate materials to class
4. Obey school/classroom rules
5. Respect the rights of others
6. Be responsible for their own actions
7. Use appropriate language
8. Respect school property
9. Comply with requests of school employees
10. Respect neighbors' property

STUDENT RIGHTS
Students have the right:
1. To an education
2. To be safe at school
3. To receive fair and just treatment from school staff

STUDENT PRIVILAGES
Students have the following privileges:
1.
2.
3.
4.
I.

Recess activities
Classroom celebrations
Class/grades level field trips
Participation in before or after school activities
Assemblies
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BENNETT EXPECTATIONS
Violation in any Expectations will result in the Bennett Think and Write

General Expectations
Students will ...
Speak kindly to others
Avoid rough play on school grounds (play fighting, wrestling, pushing, kicking,
throwing inappropriate items, etc.)
Stay off the walls, out of the woods, off the railings, away from puddles,
shrubbery, etc.
Leave personal belongings such as radios, Walk mans, tape players, Game Boys,
hardballs, bats, etc. at home
Not chew gum on the playground or in school buildings
Immediately stop all play and leave the playground when the bell rings
Respond immediately with respect and courtesy, to instructions from any adults
in charge
Not swear
Use only student assigned restrooms, not staff restrooms
Dress for the weather. We will try to have outside recess every day.
Umbrellas are permitted if used safely.

Dress Code
Always dress for the weather. Students wearing inappropriate attire will
be sent to the office to change clothes or call parents. Inappropriate attire
may include:
Midriff or halter tops
Short shorts or skirts (they must come below students' fingertips)
Ripped jeans in torso-rear or front
Pants/shorts not secured at waist
Inappropriate slogans or pictures (alcohol, cigarettes, foul language, weaponry,
sexual innuendoes, etc.)
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School Arrival and Departure
Students will be held responsible for their behavior during all PTNschool activities
before and after school. If student misconduct is noted or reported by staff or parents,

1. Plan to arrive at school between 10 to 15 minutes before the start bell. Students

are expected to be in their seats, ready to learn after the bell rings.
2. Frequent tardies are disruptive and will result in a consequence. In order to avoid
this, students must check into the office with a parent or guardian or have an
excused note when late.

3. Students may ride bikes to and from school. According to Bellevue District
policy, a helmet must be worn when riding a bike to school.
4. Bikes must be walked on school property during school hours.

5. Use only planned safe walking routes when coming to and going from
school. Don't stop at a friend's house without a parent's permission.
6. When the bell rings, go directly to class.

7. Stay on school grounds during school hours and observe defined boundaries.
8.

Do not bring gum, hard or soft baseballs, trading cards, any type of play gun or
knife, lighters or matches to school.

9.

Electronic devices of any kind are not allowed at school without permission
from staff.

10. Walk quietly through the walkways.
11. Use only student assigned restrooms, not staff restrooms.
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Riding the Bus
I. Appropriate behavior must be used while waiting in bus lines. First arrived is first in

line. No eating or drinking while in bus lines or on the bus.

2. Plan arrival at bus stops about 10 minutes before the bus arrives.
3. Do not throw rocks, snowballs, or other objects at the bus or cars.
4. When boarding, wait your turn without pushing or shoving.
5. Choose a seat and remain seated there for the trip. Use your "inside"
voice.
6. If going to a friend's house, bring a note from your parents for the bus
driver. Without permission, students will not be allowed to ride on the
bus.
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Playground
Playground Behavior
I.
2.
3.
4.
5.
6.

Stay out of the woods
Never climb fences
Keep your hands to yourself
No throwing (stones, sticks, pineccmes, mulch, dirt. etc ... ) · ·
Share and Take Turns
Immediately stop all play and go to class when the bell rings

Primary Recess
No sitting on top of the monkey bars
When playing tag, only play two-finger touch

Intermediate Recess
Football and tag is also played by two finger touch
Absolutely no tackling
5th graders may use basketball court on kindergarten end only

Stay on school grounds during school hours and observe defined
boundaries. Do not leave playground without permission-

Boundaries
Big tires to the end of the soccer field
Upper soccer/baseball field
Basketball court (5 1h grade end)
The front of the school is off limits
Center walkway is a quiet no play zone
Library is open only during lunch recess

Injuries
Injuries are dealt with on the playground. Do not go to the office until the playground
teacher has seen your injury. Return to class ready to study! The playground teachers
will help work through playground problems.
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Playground Continued.
Fair and Safe Use ofEquipment and Grounds
Take turns ou and with equipment
Ask an adult for help when a ball goes out of the school grounds
Basketball, Soccer, Flag Football; Follow agreed rules-no rough play
Tether ball: Use hands only- tetherballs should not be kicked, sat on or used in
other inappropriate ways
Jump ropes: Use for jumping only
Slides: One person at a time on the slide, slide forward in the sitting position
only; stay away from the bottom on the slide, no running or walking up the sides
Big Toy Rules: No running or chasing games in the areas around or under the
Big Toys- no jumping off the Big Toy
Tire Swing: No more than two at a time, sitting only, legs inside, while waiting
for their turn students will wait in two lines: one for pushing and one for riding.
You must take 60 sec. Turns.
Popular Games
All games must be played using league or P.E. rules. Rules of games must be discussed
and agreed upon prior to start of games. Excluding anyone out of a game is not allowed.

1. Wall Ball (using a tennis ball): The ball must be thrown above the
designated line on the wall or you will sit out a tum. If the ball is thrown

2.

3.

4.
5.

at the wall and it hits someone before it hits the wall, you will also sit out
a tum. DO NOT THROW BALLS WHILE CLASSES ARE WALKING
BY!
Tag: May be played in the fields only. No tag games will be allowed in
or around the Big Toys, covered walk ways, or around the building.
There is no pushing or tackling allowed.
Soccer/football/basketball/baseball: No tackling, slide tackling, pushing,
shoving, pulling-like conduct will be allowed. Only two-handed touch is
allowed in football. Only tennis balls and plastic bats may be used for
softball and baseball games. Soccer balls may be used only on the fields.
Tether Ball: After three consecutive wins, you must forfeit your next
tum. You may return to the end of the waiting line.
Jump Ropes: Jump ropes are to be used only for jumping.
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Assemblies
• Enter the gym quietly, watching for staff directions
• Respond to the appropriate signal- two fingers raised for quiet and
attention
• Show appropriate listening behavior by sitting up and looking at the
speaker
• Show appropriate appreciation by clapping
• Exit quietly, watching for directions from a staff member

Lunch
•
•
•
•
•
•
•
•

Sit in the lunchroom by class at table with teacher's name
Sit with feet on the floor and keep hands and feet to self
Be polite to lunchroom staff and follow the lunchroom rules
Use good table manners
Talk in a soft voice
Raise hand if there are questions
Wait quietly to be dismissed by the lunchroom staff
Remember to put lunch boxes in the classroom basket

Student Recognition
• Phone calls and notes will be used to communicate positive student
progress with parents and family members
• Students may also earn blue tickets for positive behavior. These tickets
may be turned into the office to enter the weekly blue ticket drawing.
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CONSEQUENCES
If a student chooses to disobey any of these rules, consequences
will be implemented in the following steps. Ifno other incidence
of any kind occurs within 20 school days of the last incident, the
student will return to the beginning of the plan.
1st

Incident:

Student will complete their portion of the "Bennett Think and Write Form" as directed by
the supervising staff. One copy will be given to the teacher, one copy filed with the main
office, and one copy sent home to the parert for signature and return.
2nd

Incident:

A second incident will result in the loss of the p.m. recess. Students will again complete
their portion of the "Bennett Think and Write Form" as directed by the supervising staff.
One copy will be given to the teacher, one copy filed with the main office, and one copy
sent home to the parent for signature and return.
3rd

Incident:

A third incident will result in a student, parent, teacher, and principal conference at which
time appropriate consequences will be mutually agreed upon. Possible consequences
may include in school suspension, short-term home suspension, community service acts,
or campus clean up. Students will again complete their portion of the "Bennett Think and
Write Form" as directed by the supervising staff. One copy will be given to the teacher,
one copy filed with the main office, and one copy sent home to the parent for signature
and return.
Behavior, which is blatantly disrespectful, noncompliant and/or threatening, may
result in moving directly to the consequences of the 3rd incident.
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Bennett Elementary Primary Think and Write Form
Student's Name _ _ _ _ _ _ _ _ _ Date: _ __
Teacher__________~
Bennett Rules:
1. Be Responsible
2. Be Respectful
3. Be Safe
4. Be Kind
What I chose to do that was not following the Bennett Rules:

What I will choose next time:

Comments

Parent - - - - - - - - - - Circle: This is your child's:
1st 2nd 3rd 4th behavior incident within 20 school days
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Bennett Elementary Intermediate Think and Write Form
Student Name: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ _ __
Teacher: _________________
Issued By: _ _ _ _ _ _ _ _ _ __
Today I had a problem with the following Bennett Expectation:
1.
BE RESPONSIBLE
Examples of problems: tardiness, inappropriate dress for an activity or weather, unexcused absences,
coming to class unprepared, forgetting homework, denying responsibility for any misbehavior.

2.

RE RESPECTFUL

3.

BESAFE

Examples of problems: talking out, arguing with staff, not listening to others, stealing, vandalizing.
Examples of problems: using equipment/supplies improperly, playing in undesignated areas, running in
buildings/classrooms, throwing any item that is not meant to be thrown.

4.

BE KIND
Examples of problems: inappropriate language, interruptive behavior, oral and physical fighting, teasing.

This is what I choose to do instead of following the Bennett Expectation:

My Plan for Success
1. What would have been a better choice? (Examples of good choices: I could have walked away when
I was angry, I should have been paying attention, I should have respected school property.)

These THREE actions will help me make a better choice next time. (Examples of better choices:
walk away, take a deep breath, count to ten, think about consequences before you act, play with other friends,
change activities.)

1)
2)
3)
Student Signature _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Teacher Signature,_ _ _ _ _ _ _ _ _ _ __
Please take time to discuss this with your child. The signed form must be returned to school. Thank you
for your support.
This is your child's _ _ 1" _ _ 2"d _ _3rd _ _4th Incident within 20 school days

Parent Signature __________________Date,__________
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PARENT RESPONSIBILITIES
Visitors
Parents are welcome and encouraged to visit Bennett. Parents are requested
to make prior arrangements with the teacher when visiting the classroom.
This will assure that you will gain the most benefit from your visit!
All visitors MUST sign in at the office. Once you have signed in, you will
receive a visitor's badge. Any visitor without a visitor badge on school
grounds during school hours will be asked to return to the office. This is to
ensure the safety of all students.

Volunteer/Mentor Program
If you are interested in being a volunteer or mentor to a student, please
notify the office to fill out the proper paperwork, Volunteering/mentoring is
a very rewarding experience!

Emergency Procedures
In the event of an earthquake or other major disaster, students will be kept at
school until parent or other authorized individual is able to pick them up.
Parents or other authorized personnel will be required to show photo
identification before the child is released. Please keep the information on
your student's emergency card current as we can only release your child to
an authorized individual.
It is also VERY IMPORTANT that parents communicate with their child
about procedure for their own child to follow is dismissed early due to snow,
power/water failure, etc.

Taking Medication at School
All medication (both prescription and non-prescription) MUST be taken to
the school office.
Please bring a medical release signed by both the doctor and parent if your
child needs to take medication at school. Forms are available in the school
office or from your doctor. Be sure that all medication is in the original
container, stating the child's name, doctor's name, type of medication and
dosage.
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Late Arrival/Early Dismissal
Please sign your child in/out of school in the front office when arriving to
school late, or when requesting an early dismissal. Children should NEVER
be taken for early dismissal without following this procedure.

ABSENCES
Basic Guidelines for Bellevue School District

l. After one unexcused absence, the parent or guardian must be
notified. An unexcused absence is one which a parent or
guardian has not provided a note or phoned the school
informing within 48 hours.
2. After two unexcused absences, the school must make personal
contact with the parent or guardian.
3. Ten unexcused absences in a school year, the district is
required to file a petition with the juvenile court, alleging a
violation.
4. Parents who fail to get their children to school may be fined $25
a day or sentenced to volunteer in the child's school.
5. Children who refuse to return to school can be found in
contempt of court and sentenced to community service or a
week in juvenile hall.
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Field Trip Policy
Teacher Responsibility:
• Obtain permission from the principal prior to the field trip
• Review funds and decide on a mode of transportation for the
trip. Double check with the office assistant prior to making any
final arrangements.
• Provide Bennett Elementary student permission slip to students
(available in the office). Each student must have the permission
slip signed by a parent or guardian prior to the field trip. No
student will be allowed on the field trip without a valid
permission slip.
• Provide parent volunteer with field trip schedule, map, student
names in their group and written behavior expectations and
consequences.
• Verbally outline behavior expectations to students and
chaperones prior to leaving for the trip.
• If possible, be available to handle any unanticipated problems
that may arise by not assigning yourself to a group.
Chaperone Responsibility:
• Strictly follow the field trip schedule (no unapproved stops or
deviations).
• Remain close to own group of students to prevent unsafe,
impolite, or inappropriate behavior.
• Report problems with student behavior to teacher immediately
• Provide students with an "emergency meeting place" in case of
loosing a student
• BE ON TIME FOR ALL CHECK-INS and DEPARTURE!
Student Responsibility:
• Follow all Bennett School Rules
• Remain close to chaperone
• Follow any directions given by the chaperone without
argument.
• Do not ask chaperone for extra stops, money, etc.
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Homework Policy
Bennett Elementary School Homework Policy is consistent with Bellevue School
District policy and is to be a guideline for all classroom teachers and specialists.*
DEFINITION:
Homework is defined as work assigned by teachers for students to complete outside of
the regular school day. The purpose of homework is to develop responsibility, provide
independent study and strengthen the collaboration between parent, teacher and the child.
Homework is required work and students will be held accountable. The tenn
"homework" does not refer to optional activities or assignments.
Homework could include:
./ practice- reinforcement of learned skills
,/ preparation- get ready for upcoming topic of study
,/ extension/enrichment- extend, generalize, integrate and synthesize

For Kindergartners:
./ homework will be given as needed
./ homework, which may include reading, should not exceed 20 minutes per evening

For 1st
,/
,/
./
,/

& 2nd Grades:
homework is seen as teaching students responsibility and good study habits
homework will vary per grade level form 15-30 minutes per evening
homework will include 5-15 minutes of reading
reading includes reading to your child and/or listening to your child read to you

For 3rd_5th Grades:
./ homework is seen as teaching students responsibility and good study
habits/routines as well as practicing and extending learning
./ homework varies per grade level form 40-60 minutes
./ homework, including at least 15 minutes of reading, should not exceed 1 hour per
evemng
./ homework must be returned on due date set forth by the teacher .
./ homework not returned on due date will result in the student having an
opportunity to complete the assignment at homework club during first recess
For Special Programs:
,/ homework given by specialists could support classroom skills
./ G.A.T.E. (Gifted and Talented Education) homework is in addition to the regular
classroom homework
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Homework Policy Continued

To Be Effective:
Teachers will:
,/ Communicate the purpose of homework with students
,/ Prepare student for assignments
,/ Hold student accountable
,/ Acknowledge attempts
,/ Communicate clearly with parents about homework expectations
,/ Provide students with feedback on their homework
,/ Modify expectations as needed

Role of Parents:
Parents play a vital role in developing an accountable and responsible student who will be
successful throughout his/her school career. Parents are asked to support their child)ren.
Parents are encouraged to:
,/ Set a regular time and place for study at home
,/ Reduce distractions during the study period. For example television, video games
and household activity can be big distractions for many students
,/ Build in break. Breaks can increase students' productivity. Attention spans vary
from child to child
,/ Contact the teacher if you have questions or concerns about homework
,/ Help your child by having some basic homework materials available at home such
as paper, pencils, ruler and dictionary
,/ Give personal encouragement
,/ Support your child's responsibility for the actual work
,/ Minimize absences due to vacations
,/ Not use extracurricular activities as an excuse for not completing homework
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ZERO TOLERANCE POLICY
Bellevue School District has a 'Zero tolerance' policy for
the following:
1.
2.
3.
Consequences

TheftN andalism
Weapons/Drugs
Physical assault of staff or students
for the above will result in suspension/expulsion as outlined
in Bellevue
Public Schools manual

SEXUAL HARASSMENT POLICY
Bennett has a commitment to maintaining a harassment-free environment. Bellevue
School District policy ensures that we take prompt, equitable action on reports or
grievances alleging sexual harassment. Employees have been educated to intervene when
sexual harassment complaints are made involving students. Sexual harassment, as
defined below, will not be tolerated at Bennett Elementary School.

Sexual harassment is ANY unwanted sexual advance. It is deliberate or
repeated sexual behavior that is not welcome and not asked for. This
includes actions like flipping up skirts, shouting obscenities, name calling,
teasing and telling dirty jokes as well as touching, grabbing or even
threatening sexual contact. Any behavior which makes one's identity as a
sexual being more important than one's identity as a person is inappropriate
and shall be considered sexual harassment.

•.•.
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Dear Bennett Parents and Students,
With this letter you have received the Bennett Safety Handbook. The
booklet contains safety guidelines, rules, consequences, and playground
behavior and expectations. Also included is important information on our
dress code, sexual harassment, and attendance guidelines.
PEASE READ THROUGH THE BENNETT SAFETY PLAN TOGETHER
AS A FAMILY, SIGN AS CONFIRMATION, AND RETURN THIS
LETTER TO YOUR CHILD'S TEACHER AS SOON AS POSSIBLE.
I have read through the Bennett Safety Handbook and I understand it. I will
do my best to support and follow the plan throughout the entire school year.

Student Signature: _ _ _ _ _ _ _ _ _ _ _ _ __
Parent Signature:

Date:
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SECTION 4
Staff Emergency Response Guide
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BENNETT ELEMENTARY
SCHOOL
EMERGENCY RESPONSE GUIDE

THIS DOCUMENT SHOULD BE ASSESSED,
REVISED and UPDATED AS NECESSARY
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EMERGENCY RESPONSE GUIDE
BENNETT ELEMENTARY SCHOOL
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Part I
Emergency Action Plan

INTRODUCTION

In many instances, trained community and district personnel will be available to assist
with emergencies; however, in some situations, the threat and degree of danger in
disasters require that action be taken before outside help arrives. Such action would be
absolutely necessary if all communication networks are rendered inoperable. In planning
for and carrying out an emergency response plan, the safety of students and staff in all
situations is the primary consideration.

If a plan is to work effectively, it is necessary that everyone knows what his or her
responsibility is during any dis aster. It is also crucial that a common set of procedures be
used by everyone at the disaster sight and that whenever possible, all commands come
from a single source. The school principal is authorized and directed to implement
emergency plans as prescribed by the district and to take such action as may be necessary
to save lives and mitigate the effects of injury or death.
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GENERAL EMERGENCY RESPONSE
DIRECTED RESPONSE -Moving Students to a Safe Area
CLEAR THE ROOM - Se11di11g St11de11ts to a Safe Area
LOCKDOWN YOUR CLASSROOM
DIRECTED EVACUATION

IMMEDIATE THREAT OF INJURY OR DEATH
DANGEROUS PERSON 011 CA1WPUS
VIOLENT THREAT or ATTEMPT
KIDNAPPING
DEATH, SERIOUS INJURY or MEDICAL CONDITION 011 CAMPUS

POSSIBLE THREAT OF INJURY OR DEATH
FIRE or EXPLOSION
HAZARDOUS MATERIAL SPILL
BOMB or SUSPICIOUS DEVICE
BOMB THREAT
EARTHQUAKE
CIVIL DISTURBANCE 011 CAMPUS

POSSIBLE HARM OR THREAT
SEVERE WEATHER CONDITIONS
ELECTRICAL OUTAGE
SPILLED BODY FLUIDS

INFORMATION RESOURCES
CHILD ABUSE REPORTING
MEDICAL ASSESSMENT RESPONSE
COMMUNICATING with the MEDIA
EMERGENCY PHONE NUMBERS
BUILDING EMERGENCY PLAN

Adapted from Eugene Public School District 41 (1998)
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DIRECTED RESPONSE -Moving Students to a Safe
Area

What:

Directed Response is used to move students and staff to a specific
location inside the building when it is safer torernain in the building tlian to leave.

When:

Directed Response is used when the location of an actual or potential

threat:
•
•

Example:

Is known and can be confined to a specific area
Is far enough from the designated area that safety is ensured.
A potentially violent disturbance is occurring outside the building.

TEACHER OR SUPERVISING ADULT
J. Immediately take students to the area designated by the Principal over the PA
system.
2. Follow route indicated.

3.
4.

Stay with students, keeping them in a group.
Account for all students and remain in designated area until contacted.

Take your CLASSROOM EMERGENCY KIT, your GRADE BOOK and this
GUIDE.
School Signal: Principal will announce over PA System
ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext (4172).
• If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.
• Consider locking all outside doors.
• Refer all media inquiries to the Public Information Office, Ext (4000).
• The Superintendent's Office will contact any other support required.

Adaptedfrom Eugene Public School District 41 (1998)
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CLEAR THE ROOM- Sending Students to a Safe Area
What: Clear the Room, issued by the teacher or supervising adult, is used to
send students away from a potential threat. Successful use of Clear the Room
requires:
• That there be a designated safe area (buddy classroom),
• That students understand they must go directly to the designated
area when a Clear the Room is issued.
When: Clear the Room is used when the teacher must remain in the
dangerous situation but can send students to a designated safe area.
Example:

A dangerous situation arises in the classroom, such as violent

dispute.

TEACHER OR SUPERVISING ADULT

1.

Direct students to the previously designated safe area.

2. Notify office immediately. Include requested response, such as call 911 or
send the Nurse or Principal.
3. Remain with the problem situation. Reassure everyone involved that
everything possible is being done.
4. If possible, send your grade book or attendance sheet and this guide with
students.

School Signal: Teacher gives the verbal command to clear the room

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext (4172).
• Refer all media inquiries to the Public Information Office, Ext (4000).
• The Superintendent's Office will contact any other support required.

AdaptedJ,-om Eugene Public School District 41 (1998)
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LOCKDOWN YOUR CLASSROOM
What:

Lockdown protects staff and students from a threat inside the building
when it may be more dangerous to leave the building by Directed Evacuation
than to stay in a secured room.
When: Lockdown is used when:

lt is safer to stay in an area th.at can be sec.ured than to move through the
building where the potential threat may be encountered.
There is no possibility of uncontrolled fire or explosion.
Example: An armed intruder is in the building.

TEACHER OR SUPERVISING ADULT
J. Lock classroom doors and windows and pull shades immediately.

2. Keep students away from doors and windows.
3. Maintain a calm environment by remaining calm yourself and reassuring
students that everything possible is being done to return the situation to normal.
4. If gunshot or an explosion is heard, get everyone on the floor.

5. Contact the office immediately if you have an emergency in your room.

6.

Remain in secured classrooms until notified to release class.
(DO NOT LEAVE BUILDING IF THE FIRE ALARM IS ACTIVATED UNLESS
DIRECTED BY SITE ADMINISTRATOR OR FIRE IS VERIFIED.)

School Signal: Lockdown command will be given by staff over the PA
System

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext (4172).
• If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.
• Consider locking all outside doors.
• Refer all media inquiries to the Public Information Office, Ext (4000).
• The Superintendent's Office will contact any other support required.

Adaptedfrom Eugene Public School District 4J (1998)
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DIRECTED EVACUATION
What:

Directed Evacuation is used to get students and staff out of the building
by a route designed to avoid contact with a potential threat, such as a suspicious
package in the hall or a bomb threat.
When: Directed Evacuation is used when the location of a potential threat is
known, allowing:
An evacuation route away from the threat.
A gathering point outside the building as far as possible from the threat.
Example: A hazardous spill has contaminated one part of the building.

TEACHER OR SUPERVISING ADULT
1. Leave building immediately in a calm, orderly manner, using only the exit
and directions given.
2. Stay at least 300 feet from the building or at the designated area.

3. Stay with students, keeping them in a group.

4.

Wait to be contacted. Do not return to or move to another side of the building
unless told to do so.
5. Account for all students and report information to the Student Care Team
Leader when contacted.
6. Refer all media who want to speak with you or students to the Public
Information Office, Ext (4000).

School Signal: The Fire Alarm System will sound.
Take your CLASSROOM EMERGENCY KIT, your GRADE BOOK and this
GUIDE.

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext (4172).
• If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.
• Consider locking all outside doors.
• Provide Police with a floor plan and follow their instructions for moving
students and staff.
• Refer all media inquiries to the Public Information Office, Ext (4000).
• The Superintendent's Office will contact any other support required.
Adaptedfrom Eugene Public School District 41 (1998)
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(

DANGEROUS PERSON on CAMPUS
What:

A dangerous person could be someone with a legitimate purpose on
campus (student, staff, faculty, authorized visitor) or an unauthorized visitor. To
reduce the possibility of dangerous persons on campus:
• Direct all str.:ingers or visitors who are not we.:iring the reqLJired
Visitor's Badge to the office for registration.
• Notify the office immediately of suspicious persons or behavior.
• Report suspected or actual weapons or serious altercations to the
Principal immediately.

TEACHER OR SUPERVISING ADULT

1. GO TO THE NEAREST SAFE AREA.
2. Notify office immediately of dangerous or suspected dangerous person.
(GIVE DESCRIPTION.)
3. If the dangerous person is not in your room, Lockdown and follow emergency
response instructions from the office.
4. Stay with students, keeping them together.

5. Account for all students and remain in the area to which you were sent (or
rejoin your students as soon as possible if you issued a Clear the Room
command).

IF AT RECESS
If at recess or outside the building, go immediately to closest safe cover.
In the event of a sniper, do not lie down in open areas.
Run to closest safe cover.

School Signal: Principal will announce over PA System

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext (4172).
• If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.
• Consider locking all outside doors.
• Provide Police with a floor plan and follow their instructions for moving
students and staff.
• Refer all media inquiries to the Public Information Office, Ext (4000).
Adapted from Eugene Public School District 41 (1998)
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KIDNAPPING
What:

To avoid kidnappings:
• Do not release a child to anyone other than the designated parent
or guardian, as indicated in the student file.
• Do not accept substitutes for the designated parent or guardian
without proof of prior approval from the parent/guardian and the
office.
• Require that all students be sent to the office to be released by
administrative personnel.

Example:

During a custody dispute, a parent attempts to pick up a child
without proper authorization.

TEACHER OR SUPERVISING ADULT

1.
2.

Report kidnapping, or attempted kidnapping, to the office immediately.

Note the person's appearance and any other information about him or her
(voice, clothing, vehicle type, license plate number, etc.) that might be helpful to
police.
3. Remain calm.

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext {4172).
• If the kidnapper is still on school property, and he or she is not violent or
armed, attempt to communicate with the kidnapper to keep him/her in the
area.
• Refer all media inquiries to the Public Information Office, Ext {4000).
• Treat custody dispute problems as a possible kidnapping.
STRANGER ALERT
If children, staff, or parents express concern about a stranger loitering on
or near school property or following students between home and school,
report it immediately to the police. E-mail an alert and a description of the
person to all school principals, secretaries, and District Office.

Adaptedfi-o,n Eugene Public School District 4J (1998)
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DEATH, SERIOUS INJURY or MEDICAL
CONDITION on CAMPUS
What:

The cause of a possible death or injury (natural or unnatural) and the
circumstances surrounding the incident (violent or not) will affect your behavior
during the event and during post-trauma responses.
• If the death or injury is the result of aggressive behavior by a student or
intruder, protection of students and staff becomes a key issue in how the
event is handled.
• Never assume someone is dead until certified by appropriate medical
personnel. Provide all possible medical support until that time.
• A first aid certified staff person will be sent immediately to your location by
the Principal.

TEACHER OR SUPERVISING ADULT

I.
2.

Notify the office immediately.

Issue appropriate emergency response to ensure that students are not
unnecessarily exposed to trauma (e.g., Clear the Room if in the classroom).

3.

Remain calm and reassure students that all possible actions are being taken
to care for the injured or ill person and to protect others.
4. Rejoin your students as soon as possible.

5.

Account for all students and remain with them until contacted.

ADMINISTRATIVE AND SUPPORT STAFF
• Call 911 and the Superintendent's Office, Ext (4172).
• Send nurse or first aid certified staff person to problem location
immediately.
• Ensure that students have adult supervision.
• Contact your school counselor.
• Call family members of the injured student or staff member.
• Refer all media inquiries to the Public Information Office, Ext (4000).

Adaptedji'Oln Eugene Public School District 41 (1998)
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FIRE or EXPLOSION
What: If a student or staff member's clothing catches on fire, do not allow him
or her to run. Running will fan the fire.
• STOP - DROP- COVER YOUR FACE-AND ROLL.
• Try to smother the fire by wrapping the person in heavy fabric (coat, rug,
curtain, etc.) and rolling the person on the ground. If fabric is not available,
roll the person on the ground unwrapped.
TEACHER OR SUPERVISING ADULT

1.
2.
3.
4.

Pull closest fire alarm.
Notify office immediately.
Evacuate. Immediately report to soccer field.
Account for all students and remain in designated area until contacted.

5. Remain calm and stay with students.
Take your CLASSROOM EMERGENCY KIT, your GRADE BOOK and this
GUIDE.

School Signal: The Fire Alarm System will sound.

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Ensure 911 has been called, and call the Superintendent's Office, Ext
(4172).
• If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.
• Close doors to fire or explosion areas as soon as all students and staff are
safely out of the area.
• Do not allow reentry to building until authorized by fire/safety officials.
• Refer all media inquiries to the Public Information Office, Ext (4000).

Adaptedj,-om Eugene Public School District 4J (1998)
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HAZARDOUS MATERIAL SPILL
What:

Identify location, quantity, concentration and other factors that affect how
a spill will be handled.
• Unless you are familiar with the material, risks, and specific cleanup
responses, do not try to clean up the spill.
• First priority is students and staff safety, then the environment, and then
property.

What:
•
•
•

To minimize potential problems, remember to:
Avoid use of cell phones and two-way radios.
Avoid causing vibrations.
Open doors and windows if possible.

TEACHER OR SUPERVISING ADULT
J. Notify office immediately. THE OFFICE WILL CONTACT 911.

2. Issue a Clear the Room or follow Principal's instructions for appropriate
emergency response.
3. Check for adverse medical symptoms (loss of breath, fainting, etc.) and
request immediate medical attention.
4. Attempt to contain the material if possible when leaving the area by shutting
doors, windows, etc.
5. Account for all students and remain in designated area until contacted.

ADMINISTRATIVE AND SUPPORT STAFF
Issue appropriate emergency response
Call 911 and the Superintendent's Office, Ext (4172).
If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.
Check the Materials Safety Data Sheet in main office to assess potential or
actual threat.
Refer to the Medical Assessment Response (yellow) to analyze the severity of
the condition.
Refer all media inquiries to the Public Information Office, Ext (4000).
The Superintendent's Office will contact any other support required.

Adaptedfiwn Eugene Public School District 41 (1998)
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BOMB or SUSPICIOUS DEVICE
TEACHER OR SUPERVISING ADULT

1.
2.
3.

Do not touch or approach a bomb or suspicious device.

Avoid use of two-way radios and cell phones.

Avoid causing vibrations (e.g., from running and other movement) since they
-can detonate some devices.
4. Notify office immediately.

5.
6.
7.
8.

Identify the area clearly so it can be barricaded.
Get students out of the immediate area and wait for directions from the office.
Follow Principal's instructions for appropriate emergency response.
Account for all students and remain in designated area until contacted.

Take your CLASSROOM EMERGENCY KIT, your GRADE BOOK and this
GUIDE.

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response.
• Call 911 and the Superintendent's Office, Ext (4172).
• If any students or staff are in areas where the intercom cannot be heard,
send available staff to notify them of the potential danger.
• Work with Police and Fire as requested.
• Refer all media inquiries to the Public Information Office, Ext (4000).

Adaptedfrom Eugene Public School District 41 (1998)
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BOMB THREAT
RECIPIENT OF THE THREAT

1.

Try to engage the caller or person making the bomb threat to get possible
clues about the bomb's location and characteristics of the person making the
threat (age, sex, mental state, background noise, etc.).
2. Remain calm and try to get answers to the BOMB THREAT CHECKLIST
above.
3. Tell caller to contact 911 to report the bomb. This may allow a trace.

4.

Contact the office immediately.

TEACHER OR SUPERVISING ADULT

J.

Follow Principal's instructions for appropriate emergency response.

2. Keep vibrations from movement through the halls and classrooms to a
minimum.

ADMINISTRATIVE AND SUPPORT STAFF
• Issue appropriate emergency response if threat appears to be serious.
• Consider a Directed Evacuation to remove people from the danger area.
• Call 911 and the Superintendent's Office, Ext (4172).
• Work with Police and Fire officials as requested.
• Refer all media inquiries to the Public Information Office, Ext (4000).

POSSIBLE ADMINISTRATIVE ACTIONS
Consider:
Having students remain in classrooms while a reasonable search is made.
Clearing students from the building until all or part of the building can be
searched.
Sending students home if an explosive device is found or a more thorough
search is necessary.

Adapted from Eugene Public School District 4J (1998)
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BOMB THREAT CHECKLIST
Questions to Ask:

1. When is the bomb going to explode?

2.
3.
4.

Where is it right now?

5.

Wh<;1t will c:;<;11JSe it tg exr;i!gde?

6.
7.
8.
9.

Did you place the bomb?

What does it look like?
What kind of bomb is it?

Why?
What is your address?

What is your name?
Exact Wording of Threat:

Caller's Voice:
__ Calm __ Normal __ Raspy
__ Angry __ Distinct __ Deep
__ Excited _ Slurred __ Ragged
__ Slow __ Male __ Deep breathing
__ Rapid __ Female __ Cracking
__ Soft __ Child __ Disguised
Loud
Nasal
Accent
_ Laughter __ Stutter __ Familiar
__ Crying _ Lisp __ Clearing throat
If voice is familiar, who did it sound like?

Background Sounds:
Street noises
Motor
Clear
Office
Phone booth
Static
__ Voices __ Factory __ Local
__ PA System machinery __ Long Distance
Music
Animal noises
Threat Language:
__ Well spoken __ Message read by threat maker
Foul
Incoherent
__ Taped __ Irrational
__ Street talk_ Slang
Comments and Observations:

Adapted from Eugene Public School District 4J (1998)
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EARTHQUAKE
What: Earthquakes strike without warning, so be prepared to begin appropriate
protective action immediately.
• Since structural damage caused by the earthquake may mean that
communications systems will stop working, be prepared to take actions
(such as evacuating the building after the ground stops moving) without
instructions from the Principal or other authorized personnel.
• Be aware that aftershocks frequently occur after earthquakes.
TEACHER OR SUPERVISING ADULT/ ADMINISTRATIVE AND SUPPORT
STAFF
If Indoors

J. If you feel or see signs of an earthquake (the ground shaking, hanging objects
swaying, objects wobbling on shelves):
• Drop - Cover - Hold - take Quake Safe Action immediately under
desks, tables, or other heavy furniture and Hold On.
• Turn away from windows.
2. If cover is not available, Drop - Cover next to interior walls, narrow halls, or
against weight-bearing walls.
3. Stay away from windows, light fixtures, and suspended objects.
4. Remain calm reassuring students by speaking and giving instructions in a
firm, calm voice.
5. When the quake is over, evacuate the building as quickly as possible in a
calm, orderly fashion.
6. Go to a designated, safe, outdoor area (soccer field)

7.
8.

Account for all students.

Remain outside the building until authorized personnel have inspected it for
re-entry.

If Outdoors
1. Move away from the building if you see or feel signs of an earthquake.

2.

Go to a clear, open space if possible, such as a playing field.

3. Avoid utility poles, trees, and overhead wires.

4.
5.

Drop - Cover - take Quake Safe Action and wait for the shaking to stop.
Remain calm reassuring students by giving instructions in a firm, calm voice.

Account for all students. Remain outside the building until you can safely
move to the soccer field

Take your CLASSROOM EMERGENCY KIT, your GRADE BOOK and this
GUIDE.
Adaptedfrom Eugene Public School District 41 (1998)
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CIVIL DISTURBANCE on CAMPUS
What:

Civil Disturbance is defined as a public or student demonstration on
school grounds with the potential to:
• Disrupt school activities.
• Cause injury to staff and students.
• Damage property.

Tips:

If available, have a bullhorn, cell phone, and/or two-way radio available for
communications.
Have a camera, tape recorder, or camcorder available to document the
disturbance and to help in identifying participants.
The Superintendent's Office will contact any other support required.

TEACHER OR SUPERVISING ADULT

I.

Issue a Lockdown directive, unless Principal indicates use of an alternative
response.
2. Account for all students and remain in classroom or designated area until
contacted.

School Signal: Lockdown announcement over PA system.

ADMINISTRATIVE AND SUPPORT STAFF
• Call 911 if violent or uncontrolled behavior is occurring or probable.
• Issue appropriate emergency response.
• Call the Superintendent's Office, Ext (4172).
• If students or staff are in areas where the intercom cannot be heard, send
available staff to notify them of the potential danger.

Adaptedfrom Eugene Public School District 4J (1998)
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SEVERE WEATHER CONDITIONS
What: Severe weather conditions are any conditions such as snow, ice, floods,
etc., that would threaten the travel safety of students and staff in which it is safer
for school members to be dismissed from school early, or in some cases stay at
the school until the conditions improve. The principal will inform staff if actions
due to severe weather conditions are warranted.
Early Dismissal

J.

Determine that the method each student will use to get home is safe and
reliable (school bus, walking short distances, pick up by parent).
2. Account for all students, keeping a record of how and when they left school.

3. Make sure that all students are appropriately supervised until they are
released.
If Students Must Remain at School
• Begin making arrangements for any special requirements, such as serving
meals or snacks, providing sleeping arrangements, or planning
recreational activities.
• Direct teachers and students to a safer place in the building if necessary.
• During severe windstorms the safest places at Bennett are the interior
halls,
• During windstorms avoid the gymnasium, proximity to windows, and areas
exposed to the windward force of the storm.

School Signal: Announcement over PA system

ADMINISTRATIVE AND SUPPORT STAFF
The Superintendent's Office or a designee will notify principals if:
• Early dismissal is required.
• Conditions require students to remain at school.
• If there is an early dismissal, the District will issue a media release.
• Keep teachers and students up to date on weather conditions and
transportation arrangements.

Adaptedfiwn Eugene Public School District 41 (1998)
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ELECTRICAL OUTAGE
(At night or in windowless classrooms)
TEACHER OR SUPERVISING ADULT

J.

Remain where you were when the power went out or return to assigned
classroom or work area and remain there.
2. Use flashlight in each classroom to account for all students or wait for sl staff
person to come to your room or area with a flashlight.
3. Remain where you are unless directed to go to another designated area.

4.
5.

If moved to another area, account for all students again.
Wait to be contacted.

ADMINISTRATIVE AND SUPPORT STAFF
• Determine why power is out and respond accordingly.
• For example, outage as a result of severe weather conditions may require
a wait in the building. Outage as a result of electrical problems may
require an evacuation.
• Call Power Company to report outage and arrange emergency response.
• Direct staff to locate all students and teachers.
• Call 911 if building is unsafe (electrical problems, etc.)
• Contact the Superintendent's Office, Ext (4172).
• Contact the Maintenance Department, Ext (4510).

PUGETSOUNDENERGY
Power Company's emergency response number is

(888) 225-5773

Adaptedfrom Eugene Public School District 41 (1998)
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SPILLED BODY FLUIDS
What:

All body fluids (blood, vomit, urine, feces, saliva) have the potential to
infect people with diseases such as Hepatitis B, HIV, or other serious illnesses.
The school custodians are familiar with safe cleanup and disposal procedures. If
possible, one of them for assistance.
TEACHER OR SUPERVISING ADULT

1. Wear disposable gloves at all times when dealing with another person's body
fluids.
2.

Avoid getting another person's body fluids in your eyes, mouth, open sores, or
wounds.

3.

If exposed, rinse the affected area immediately, wash with soap and water,
and report the exposure to the building Principal immediately.
4. Follow the District protocol for cleaning up spilled body fluids.

5.

If a bloodborne pathogen exposure has occurred, notify yoLr school
administrator.

ADMINISTRATIVE AND SUPPORT STAFF
• If a blood borne pathogen exposure occurs, contact the Superintendent's
Office, Ext (4172).

Adaptedfiwn Eugene Public School District 4J (1998)
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CHILD ABUSE REPORTING
When in doubt, REPORT!

ALL SCHOOL EMPLOYEES

J. If reasonable cause exists to believe abuse has occurred, report the
information immediately to Child Protective Services (CPS), (425) 649-4110, or
a law enforcement agency.
2. Notify building administrator.
3. Do not inform parents of the report. It is CPS's or law enforcement's
responsibility to investigate and inform parents.

4.

Refer to District Policy 4271 and Washington Administrative Code for more
information.

ADDITIONAL INFORMATION

What is Abuse?
•

•
•

Any physical injury to a child caused by other than accidental means,
including any injury inconsistent with an explanation of how the injury
occurred.
Neglect which leads to physical harm.
Sexual molestation.

Reporting Suspected Child Abuse:
School employees are legally obligated to report to CPS or a law enforcement
agency if they believe that any student with whom they have had official contact
may have suffered abuse. Reporting employees may not inform parents of their
report.

Investigating Suspected Abuse:
School staff are required to cooperate with investigations being conducted by
CPS or a law enforcement agency. The CPS representative or law enforcement
officer questioning the student about possible abuse will determine if a school
official may be present during the interview.

Adaptedf,-om Eugene Public School District 4J (1998)
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MEDICAL ASSESSMENT RESPONSE
STEP 1: Assess the Scene.
Is it safe to rescue the victim?

No= Call 911 and Notify Nurse.
Yes=Go to Step 2
STEP 2: Assess the Victim and Notify Nurse.
Does there appear to be a life-threatening condition? Yes= Call 911
Does there appear to be breathing difficulty? Yes= Call 911
Is there severe bleeding? Yes= Call 911
Is the victim unconscious, dizzy, or incoherent? Yes= Call 911
If NO to all of the above go to step 3
STEP 3: Consult with a Nurse.
Is there an on-site nurse?

Yes= Nurse will assess the situation
No= Go to Step 4
STEP 4. Provide Appropriate Care OR CALL 911 ANYTIME

Adaptedfrom Eugene Public School District 4J (1998)
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COMMUNICATING with the MEDIA
AVIOD COMMUNICATION WITH THE MEDIA WITHOUT ADMINISTRATIVE
SUPPORT
J. Notify the Public Information Office, (425) 456-4000, and provide them with
accurate information.
2. Continue to solve or defuse the crisis, alerting the Public Information Office of
all media inquiries.
3. Continue to communicate with the Superintendent's Office, Ext (4172), as
needed.
4. An internal communications system will be developed to share information
between staff members and to help administrators prepare accurate
communications for parents and family members.

GENERAL GUIDELINES FOR STATEMENTS TO REPORTERS
When speaking to the media:
State the facts.
Show concern.
Give reassurance that the situation is under control.
• If you believe you (the School) should handle the situation differently, own
up to the problem and bridge to a positive message about the future.
• Provide accurate information; we want to be the reliable source of
information in crisis situations.
• Speak conversationally, otherwise your voice will go up in pitch and sound
strained.
• Do not repeat the reporter's question when answering; provide a quick,
clear answer.
• Answer each question succinctly and then stop speaking. Do not
embellish, elaborate or change your statements.
• If you do not know the answer, say so. If appropriate, indicate when you
would be able to supply the information.
• If the information is known, but you cannot supply it, say so and explain
why (e.g., an injured student's parents have not been contacted yet and
you do not want to release the name). It is best not to say "no comment."
This phrase makes you sound evasive.

Adaptedfrom Eugene Public School District 4J (1998)
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GENERAL STATEMENTS TO MEDIA APPLICABLE TO VARIOUS
SITUATIONS
• We have an excellent safety record in this school. (Situations from
student fights to more violent actions).
• Students are very safe here. (Situations from student fights to more
violent actions).
• This is an isolated incident. (Situations from student fights to more
violent actions).
• When we made the decision, student safety (academics, iearning)
was our number one priority. (Situations involving disruptions - to the
faculty, the curriculum, students' and parents' lives).
• We work hard to promote tolerance of all students. (Situations
involving racial incidents, hazing, sexual harassment).
• We permit students to hear many points of view and work with them
to develop the skills needed to analyze what they are hearing and
make informal judgements. (Situations involving controversial speakers,
protests).

Adapted from Eugene Public School District 41 (1998)
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Part II
Crisis Intervention Plan
Sudden Student or Staff Death:
Sudden deaths of either students or staff are a sad reality of any school. Whether the loss
of life.is intentional (suicide or murder) or unintentional (health related, auto accident,
etc.), the grief always affects the remaining family and friends within the school.
Sudden deaths can also become a focus of media attention that can magnify the grieving
process both inside and outside of the school.
Every staff member has a responsibility to be sensitive to the grief that students and staff
may be feeling. The information that follows is providing to help staff respond to the
effects of sudden death.

Key Points to Remember:
•

The main goal is to assist the affected students or staff, and be
understanding of their feelings.
• The principal or designee is the only spokes person when dealing with the
press or outside people. If a member of the press is seen unescorted by an
administrator, contact the principal's office immediately.
• Affected students should never be left alone. When an affected student
needs to leave the classroom, teachers need to remember to send a buddy
alone with the student.
• Accurate information should be continuously made available to everyone.
Any reliable information should be shared with the administration for
dispersal. Please remember that speculation could cause rumors.
• Empathetic listening can be our greatest resource
• It is appropriate to let students know that this emergency affects you.
• Remain alert for signs of students who are having serious difficulty
coping. Report this information to a counselor, nurse, or administrator.
• Parent/guardian should encourage upset students to come to school rather
than stay home alone. Parent/guardian should inform the counseling
center regarding the upset student.
• Student emotions will run in waves. The emotions are likely to be more
heightened in classes where the student or staff was a member.
• Use the "empty chair" lesson plan on the following page to help students
deal with the loss.
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En1pty Chair Lesson Plan
Objective:
To help students cope with death of a classmate
Method:
Through class and small group discussions, the student will be able to share
feelings and feel accepted.
Steps:

I. Give facts of the person's death: who, what, when, where, the how is not
necessary.
2. Dispel all rumors. Provide facts and state you will share other facts as soon as
they are known.
3. Reassure students everyone is doing their best to make sure all students are
safe.
4. Open the opportunity for discussion of student's feelings for classmate who
passed away. Encourage student to accept and support each others grief as
well as other feelings, such as anger or relief.
5. Discuss the grieving process. Everyone responds differently. There is no
time factor involved. (Shock, suffering, recovering)
6. Break into groups of four or five. Share feelings with each other.
7. Use your own judgment about how much and what kind of sharing is
appropriate.
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Part III
Emergency Information Section

BENNETT ELEMENTARY EMERGENCY
RESPONSE TEAMS
INCIDENT COMMANDERS I PUBLIC RELATIONS
Kellea Taylor/Michelle Carol

LOGISTICS/COMMUNICATIONS
Becky Richards

SUPPLIES COORDINATOR
Michelle Gervais

RUNNERS
Carolyn Jackson
Regina Feinberg
Jean Bolivar
Jim Shoemaker

OPERATIONS
Dave Halstead

SEARCH & RESCUE
Steve Anderson - Co-Team Leader (trained '98, '01)
Steve Elms - Co-Team Leader (trained '03)
Jenny Spence (trained '00)
Daveen Cordell (trained '03)

BUILDING SECURITY & DAMAGE
ASSESSMENT
Darlene Hatcher- 1'' Team Leader (trained '98)
Khanh Vo - 2"d Team Leader (trained '99)
Dave Halstead- (trained '98, '01)
Laura Tews (trained '00, '02)
Traci Kampman (trained '00, '02)

FIRST AID
Jeane Allison - 1st Team Leader (trained '98, '00)
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Lynn Bingisser- 2"d Team Leader
Kris Young - (trained '99)
Bonnie Nash- (trained '00)

STUDENT CARE
Joan Spencer - Team Leader - (trained '03)
Paula Currier
Sandy Eschen - (trained '02)
Tess Heady

STUDENT RELEASE
Nonna Gilbert-Team Leader (trained '01)
Debbie Harriott
Susan Ball - (trained '03)
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Partners and Positions on the Playground
As soon as an emergency situation has been identified and an evacuation is
to take place:
1.
2.
3.
4.

Check yourself for injury
Check your exit pathway
Then check your neighbor teacher.
Evacuate out of building to playfield.
Fire: Teacher last to clear classroom
Earthquake: Teacher first to check for safe path
5. Meet with Playfield Partner & settle your classes.
6. Retrieve your class from specialist on field, if necessary.
7. Response team members report to the Command Center after your
Playfield Partner is settled with your class.

Partners on the Playfield:
Wisen I Ormiston/ Vollmer/ Pinckney/ Bolivar*/ Jackson*
Huber/ Gervais*/ Tews*/ Shoemaker*/ Spencer*/ N. Allison
LaPlant /Anderson*/ Eschen*/ Gilbert*/ Nakayama
Huntington I Kampman* /Elms*/ Harriott* / Art Staff
Glenn(Custer) I Cordell*/ Spence*/ Wing I Ball*/ Heady*
Hwang/ Young*/ Halstead*/ Currier* / B & 0
*Emergency Response Team Member

Specialists w/ full classes (i.e. Library, Art, PE, Music) - Go to the field.
Teachers will come to retrieve their classes.

Specialists w/ mixed class students (i.e. EC, ESL, LAP, LD, Band, Orch)Walk the length of the playfield depositing students with their proper
classes. Then go to your partner on the playfield to help get those students
settled or report to the Command Center if on a Response Team.

IA's, EA's & everyone else - evacuate with nearest class. If with students,
deposit students with their proper classes on the playfield. Then go to your
partner on the playfield to help get those students settled or report to the
Command Center if on a Response Team.
Anyone not listed above report immediately to Command Center to help
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EMERGENCY
RESPONSE TEAM
RESPONSIBILITIES

THE SAFETY COMMITTEE
The Safety Committee's objectives include staff assignments & evacuation
plans in the event of any emergency, the committee will be made up of faculty,
staff, students & any interested individuals, who have the time to participate,
will be most effective. People on this committee do not necessarily have
responsibilities at the school at the time of an emergency evacuatio:n--rather,
this committee is responsible for ensuring the planning takes place, as well as
its implementation..
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INCIDENT COMMAND
Incident Commander
Responsibilities:

Familiarity with Bennett emergency preparedness plans.
Activate appropriate plan for an event.
Assess total school situation.
Direct & assign, reassign personnel as needed.
Approve all infonnation before release by Public Infonnation Officer.
Report to school district on status of students & campus.
Begin student release when appropriate. No student should be released
until student accounting is complete. Never send students home before end
of regular school day unless directed by Superintendent, except upon request
of parent/guardian.
Utilize back-up personnel; plan & take regular breaks, 5-10 minutes/hour.
Plan regular breaks for all staff & volunteers.
Remain on & in charge of )Our campus until redirected or released by
Superintendent.

Location:

COMMAND POST - Behind lunchroom/gym

SEE COMPLETE JOB DESCRIPTION BEGINN1NG NEXT PAGE

Adapted from Bellevue School District (2004)
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Incident Commander
Responsibilities:

The Incident Commander is solely responsible for emergency/disaster
operations and shall remain at the command post to observe and direct
all operations. Ensure the safety of students, staff and others on campus.
Lead by example: your behavior sets tone for staff and students.

Start-up Actions
description sheet).

D

Obtain your personal safety equipment; i.e., hard hat, vest, clipboard (with job

D

Assess type and scope of emergency.
Detennine threat to human life and structures.
Implement emergency/disaster plan and hazard specific procedures.
Develop and communicate an incident action plan with objectives
and a time frame to meet those objectives.
Activate functions (assign positions) as needed.
Fill in "Incident Assignments" form
Appoint a backup or alternate IC

D

D
D
D

Ongoing
Operational
Duties:

D
D

D
D
D

D
D

D
D

D
D
D
Closing Down:

D

D

Continue to monitor and assess total school situation:
View site map periodically for S&R progress and damage
assessment information.
Check with chiefs for periodic updates.
Reassign personnel as needed.
Report (through Communications) to school district on status of
students, staff, and campus as needed. (Site Status Report)
Develop & communicate revised incident action plans as needed.
Begin student release when appropriate.
NOTE: No student should be released until student accounting is
complete. Never send students home before the end of the regular
school day unless directed by the Superintendent of Schools,
except individuals on request of parent/guardian.
Authorize release of information.
Utilize your back up; plan and take regular breaks, 5-10
minutes/hour, relocate away from the CP.
Plan regular breaks for all staff and volunteers.
Take care of your caregivers!
Release teachers as appropriate per district guidelines. By law,
during a disaster, teachers become "disaster workers."
Remain on and in charge of your campus until redirected or
released by the Superintendent of Schools.
Authorize deactivation of sections, branches, or units when they
are no longer required.
At the direction of the Superintendent of Schools, deactivate the
entire emergency response. If the Fire Department or other outside
agency calls an "All Clear," contact the district before taking any
further action.
Adaptedfrom Bellevue School District (2004)
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D

D
D
D

Command Post
Equipment/
Supplies

Ensure that any open actions not yet completed will be taken care
of after deactivation.
Ensure the return of all equipment and reusable supplies to Logistics.
Close out all logs. Ensure that all logs, reports, and other relewnt
documents are completed and provided to the Documentation unit.
Proclaim tennination of the emergency and proceed with recovery
operations if necessary

Campus map
Job description clipboards
Master key.;
Command post tray (pens, etc.)
Staff & student rosters
School district radio
Disaster response forms
Campus 2-way radios
Emergency/disaster plan
AM/FM radio (battery)
Duplicate rosters (2 sets)
Bullhorn
Vests
Campus Emergency Planning Guidelines
Tables & chairs (if CP is outdoors)

Adapted from Bellevue School District (2004)
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LOGISTICS/COMMUNICATIONS
Logistics Team Leader
· Reports to:

INCIDENT COM~MANDER

Responsibilities:

Document all events during emergency.
Obtain documentation bucket & begin accounting for student/staff
Maintain time log of all actions/reports, include safety of evacuation site
Compile list of students/staff unaccounted for.
Report unaccounted persons to Incident Commander
Compile list of students in first aid area
Report reeded supplies for first aid needs to Medical Officer(s)
Report Equipment needs to the Campus Commander.

Location:

COMMAND POST & Soccer field.

Equipment:

Documentation box (on wheels). Identifying vest.

SEE COMPLETE JOB DESCRIPTION NEXT PAGE

Adapted from Bellevue School District (2004)
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Logistics Team Leader
Responsibilities:

The Logistics Section is responsible for providing facilities, services,
personnel, equipment, and materials in support of the incident.

Start-Up Actions:

D
D
D
D
D

Check in with Incident Commander for situation briefing.
Open supplies container or other storage facility
Put on position identifier, such as vest, if available
Begin distribution of supplies and equipment as needed.
Ensure that the Command Post and other facilities are set up as needed.

D

Assume the duties of all Logistics positions until staff is
available and assigned.
As staff is assigned, brief them on the situation and
supervise their activities, utilizing the position checklists.
Coordinate supplies, equipment, and personnel needs with the IC.
Maintain security of cargo container, supplies and equipment.

Operational Duties:

D
D
D
Closing Down:

D
D

·Equipment/
Supplies:

At the !C's direction, deactivate the section and close out all logs.
Verify that closing tasks of all Logistics positions have been
accomplished. Secure all equipment and supplies.

2-way radio
Job description clipboard
paper, pens
Cargo container or other storage facility and all emergency supplies (stored in command
center)
Clipboards with volunteer sign-in sheets
Forms: Inventory of emergency supplies on campus
Site Status Report
Communications log
Message forms

Adapted from Bellevue School District (2004)
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COMMUNICATIONS

Communications
Reports to:

Logistics section Team Leader

Responsibilities:

Coordinate all on-site communications.
Use 800 Mhz radio to advise District of schools response plan.
Monitor local radio emergency stations (AM/FM) for local news
Keep Documentation Team appraised

Location:

COMMAND POST

Equipment:

Identifying vest, 800 Mhz Radio, clipboard, pencil & school grid map.

SEE COMPLETE JOB DESCRJPTION NEXT PAGE

Adapted from Bellevue School District (2004)
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Communications
Responsibilities:

This unit is responsible for establishing, coordinating, and directing verbal
and written communications within the school disaster site and with the
school district. If the school district cannot be contacted, communications
may be made with outside agencies when necessary.

Personnel:

School staff member with campus two way radio, supported by student
or disaster volunteer mnners, and
Disa.stei· volunte~r who .is a qualified amateur radio operator.

Start-Up Actions:
D
D

Set up Communications station in a quiet location with access to
the Command Post. Tum on radios and advise CP when ready to
accept traffic.

D
D

Communicate with district EOC per district procedure.
At the direction of the IC, report status of students, staff, and
campus, using Site Status Report form.
Receive and write down all communications from the district EOC.
Use mnners to deliver messages to the IC with copies to the
Plans/Intelligence Chief.
Maintain Communications Log: date/time/originator/recipient
Follow communications protocol. Do not contact the city directly
if the district EOC is available.
Direct the media or the public to the Public Infonnation Officer.
Monitor AM/FM radio for local emergency news:

Operational Duties:

D
D
D
D

D
D
Closing Down:
D

D
Equipment/
Supplies:

Close out all logs, message forms, etc. and tum them over to
Documentation.
Return all equipment and unused supplies to Logistics.

2-way radios with spare batteries for each
Job description clipboard
Table and chairs
AM/FM radio
File boxes, tote tray for outgoing messages
Paper, pens
Farms: Site Status Report, Message forms

Adaptedfi'om Bellevue School District (2004)
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RUNNERS
RUNNERS
Reports to:

Logistics section Team Leader

Responsibilities:

Transport infonnation,

Location:

COMMAND POST

Equipment:

Identifying vest, clipboard, pencil & school grid map.

writ!~n. oral as needed on campus.

Adapted from Bellevue School District (2004)

P-76

OPERATIONS

Reports to:

INCIDENT COMMANDER

Responsibilities:

Coordinate all response functions of
SEARCH AND RESCUE
FIRST AID
SECURITY/DAMAGE ASSESSMENT
STUDENT CARE
STUDENT RELEASE

Location:

All Areas of the School.

Equipment:

Identifying vest.

SEE COMPLETE JOB DESCRIPTION BEGINNING NEXT PAGE

Adapted from Bellevue School District (2004)
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Operations Team Leader
Responsibilities:

The Operations Team Leader manages the direct response to the disaster,
which can include the following:
Building Security & Damage Assessment
Search & Rescue
Medical
Student Care
Student Release

Start-Up Actions:

D
D
D

Check in with Incident Commander for situation briefing.
Obtain necessary equipment and supplies from Logistics.
Put on position identifier, such as vest, if available.

D

Assume the duties of all operations positions until staff is available
and assigned.
As staff is assigned, brief them on the situation and supervise their
activities, utilizing the position checklists.
If additional supplies or staff is needed for the Operations Section,
notify Logistics. When additional staff arrives, brief them on the
situation, and assign them as needed.
Coordinate Search & Rescue operations. Appoint S&R Team Leader
to direct their operations if necessa1y.
As information is received from operations staff, pass it on to Situation
Analysis and/or the Incident Commander.
Inform the Plans Chief of Operations tasks and priorities.
Make sure that Operations staff are following standard procedures,
utilizing appropriate safety gear, and documenting their activities.
Schedule breaks and reassign Operations staff within the section as
needed.

Operational Duties:

D
D

D
D
D
D
D
Closing Down:

D
D
D

Equipment/
Supplies

At the Incident Commander's direction, release Operations staff no
longer needed. Direct staff members to sign out through Timekeeping.
Return equipment and reusable supplies to Logistics.
When authorized by IC, deactivate the section and close out all logs.
Provide logs and other relevant documents to the Documentation Unit.

vest or position identifier, if available
S&R equipment
two-way radio
job description clipboard, paper, pens
Forms: Search & Rescue maps, large campus map

Adapted from Bellevue Sc/zoo/ District (2004)
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BUILDING SECURITY & DAMAGE ASSESSMENT

Reports to:

Operatio11s sectio11 Team Leader

Responsibilities:

Keeping evacuated areas clear of students/staff
Maintain order & security of evacuation site
Support & enforce emergency plans by Incident Commander(s)
Attempt to keep students/staff in evacuation area
Assess damaged campus structures for the potential of further structural collapse
Inform incident Commander of areas identified as SAFE. (light damage)
Not involved in Search & Rescue

Location:

Entire campus & evacuation site.

Equipment:

Identifying vest, clipboard, pencil & school grid map.
Hard Hat, Gloves, Goggles,

SEE COMPLETE JOB DESCRIPTION BEGINNING NEXT-PAGE

Adapted from Bellevue School District (2004)
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Building Security & Damage Assessment
Personnel:

Staff as assigned. Work in pairs.

Responsibilities:

Take no action that will endanger yourself.

Start Up Actions:

D
D
D

Wear hard hat and orange identification vest if available.
Take appropriate tools, job description clipboard, & radio.
Put batteries in flashlight if necessary.

D

As you do the following, observe the campus and report any damage
by radio to the Command Post.*
Lock gates and major external doors.
Locate/control/extinguish small fires as necessary.
Check gas meter and, if gas is leaking, shut down gas supply.
Shut down electricity only if building has clear structural damage or
advised to do so by Command Post.
Post yellow caution tape around damaged or hazardous areas.
Verify that campus is "locked down" and report same to CP.
Advise CP of all actions taken for information and proper logging.
Be sure that the entire campus has been checked for safety hazards and
damage.
No damage should be repaired prior to full documentation, such as
photographs and video evidence, unless the repairs are essential to
immediate life-safety.
Route fire, rescue, police, etc. as appropriate.
Direct all requests for information to the Public Information Officer.

Operational duties:

D
D
D
D

D
D
D
D
D

D
D

D
D

Return equipment and reusable supplies to Logistics.
When authorized by IC, close out all logs. Provide logs and other
relevant documents to the Documentation Unit.

Wear vest, hard hat, work gloves, and whistle.
Carry campus 2-way radio, master keys, and clipboard with job description.
Carry bucket or duffel bag with goggles, flashlight, dust masks, Yellow
caution tape, and shutoff tools - for gas & water (crescent wrench)
if you are not acknowledged, you have not been heard. Repeat your transmission, being aware of
transmissions.

Adapted from Bellevue Sc/zoo/ District (2004)
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SEARCH & RESCUE

Reports to:

Operations section Team Leader

To search for any injured staff or students, in any area designated as SAFE.
COMMAND POST
Identifying vest, clipboard, pencil & school grid map,
Multi-Casualty First Aid Kit, Tool Kit. Hard Hat, Gloves, Goggles

JOB DESCRIPTION NEXT PAGE

Adapted from Bellevue School District (2004)
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Search and Rescue Team Leader
Safety Rules:

Buddy system: Minimum of 2 persons per team.
Take no action that might endanger you. Do not work beyond your expertise.
Use appropriate safety gear. Size up the situation first.
Follow all operational and safety procedures.

Startcup Actions:

D
D
D

D

D
D
D
D

D
D
D
D
D

Obtain all necessary equipment from container. See list below.
Obtain briefing from Operations Chief, noting known fires, injuries, or
other situations requiring response.
Assign teams based on available manpower, minimum 2 persons
per team.

Perfonn visual check of outfitted team leaving CP; include radio
check. Teams must wear sturdy shoes and safety equipment.
Record names and assignments before deploying teams.
Dispatch teams to known hazards or situations first, then to search the
campus using specific planned routes. Send a specific map assignment
with each team.
Remain at CP in radio contact with S&R Teams.
Record all teams' progress and reports on site map, keeping others at
CP informed of problems. When a room is reported clear, mark a "C"
on the map.
If injured students are located, consult Operations Chief for response.
Utilize Transport teams, or send a First Aid Team.
Record exact location of damage and triage tally (!=immediate,
D=delayed, DEAD=dead on map.
Keep radio communication brief and simple. No codes.*

Record the return of each S&R team. Direct them to return equipment
and report for additional assignment to Logistics.
Provide maps & logs to the Documentation Unit.

Teams wear vest, hard hat, work and latex gloves, & whistle with master keys
on lanyard. One member wears first aid backpack.
Teams carry campus 2-way radio and clipboard with job description & map
indicating search plan.
Teams carry bucket or duffel bag with goggles, flashlight, dust masks, pry bar,
grease pencil, pencils, duct tape, masking tape.
are not acknowledged, you have not been heard. Repeat your transmission, being aware of
transmissions.

Adapted from Bellevue School District (2004)
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Search and Rescue Teams
Buddy system: Minimum of 2 persons per team.
Take no action that might endanger you. Do not work beyond your expertise.
Use appropriate safety gear. Size up the situation first.
Follow all operational and safety procedures.

D

D
D
D

D
D

D
D
D

D

Obtain all necessary equipment from container. See list below.
Put batteries in flashlight.
Check at command post for assignment.

Report gas leaks, fires, or structural damage to CP immediately upon
discovery. Shut off gas or extinguish fires if possible.
Before entering a building, inspect complete exterior of building.
Report structural damage to team leader. Use yellow caution tape to
barricade hazardous areas. Do not enter severely damaged buildings.
If building is safe to enter, search assigned area (following map) using
orderly pattern. Check all rooms. Use chalk or grease pencil to mark
slash on door when entering room. Check under desks and tables.
Search visually and vocally. Listen. When leaving each room, close
slash to form "X" on door. Report by radio to Command Post that
room has been cleared (ex: "Room A-123 is clear.").*
When injured victim is located, team transmits location, number, and
condition of injured to CP. Do not use names of students or staff.
Follow directions from CP.
Record exact location of damage and triage tally (!=immediate,
D=delayed, DEAD=dead on map and report information to CP.
Keep radio communication brief and simple. No codes.

Return equipment to Logistics. Provide maps & logs to the
Documentation Unit.

Wear vest, hard hat, work and latex gloves, & whistle with master
keys on neck lanyard. Wear first aid backpack.
Carry campus 2-way radio and clipboard with job description & map
indicating search plan. Carry bucket or duffel bag with goggles, flashlight,
dust masks, pry bar, grease pencil, pencils, duct tape, masking tape.

if you are not acknowledged, you have not been heard. Repeat your transmission, being
aware of other simultaneous transmissions.

Adapted from Bellevue School District (2004)
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DISASTER MEDICAL

Operations section Team Leader
Organize & setup first aid treatment area at evacuation site
Consider Separation of treatment area from students release area.
Accessibility for search & rescue teams.
Safe distance from buildings.
Assign first aid team leaders.
Establish type of treatment needed: Immediate & Delayed.
Establish scope of disaster with Incident Commander.
Determine probability of outside emergency vehicle support & transport.
Keep & file records for reference. Do NOT send records with victim.
Designate morgue area.
First-aid treatment area at the evacuation site.
Medical Officer pack, identifying vest, First Aid Supplies.
Office supplies for documentation.

JOB DESCRIPTIONS NEXT PAGE

Adaptedfrom Bellevue Sc/zoo/ District (2004)
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Medical Team Leader
The Medical Team Leader is responsible for the provision of emergency medical response,
and counseling. Informs the Operations Chief or IC when the sitrntion requires health or medical
staff cannot provide. Ensures that appropriate actions are taken in the event of deaths.

D
D

D

D
D
D
D
D

D
D

D
D

Establish scope of disaster with IC and detennine probability of
outside emergency medical support and transport needs.
Make personnel assignments. If possible, assign a minimum of two
people to Triage, two to Immediate, two to Delayed, and two to
Psychological.
Set up first aid area in a safe place, away from students and parents,
with access to emergency vehicles. Obtain equipment/supplies from
the container.
Assess available inventory of supplies & equipment.
Review safety procedures and assignments with personnel.
Establish point of entry ("triage") into treatment area.
Establish "immediate" and "delayed" treatment areas.
Set up a separate Psychological First Aid area if staff levels are
sufficient.
Oversee care, treatment, and assessment of patients
Ensure caregiver and rescuer safety
Latex gloves for protection from body fluids; replace with new
gloves for each new patient.
Make sure that accurate records are kept.
Provide personnel response for injuries in remote locations or request Transport
Logistics.
If needed, request additional personnel from Logistics.
Brief newly assigned personnel.
Report deaths immediately to Operations Chief.
Keep Operations Chief informed of overall status.
Set up morgue,
Stay alert for communicable diseases and isolate appropriately.
Consult with Student Care Director regarding health care,
medications, and meals for students with known medical conditions
(diabetes, asthma, etc.).

D
D
D

At the Incident Commander's direction, release Medical staff
no longer needed. Direct staff members to sign out through
Return equipment and reusable supplies to Logistics.
When authorized by IC, deactivate the section and close out all logs.
Provide logs and other relevant documents to the Documentation Unit.

First Aid Supplies: See list below
Job description clipboards
Marking pens
Forms: Notice of First Aid Care
Adapted from Bellevue School District (2004)
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Blankets

Vests, if availableQuick reference medical guides
Tables & chairs Ground cover/tarps
Staff and student medication from health office
Medical Treatment Victim Log
Stretchers

Adapted from Bellevue School District (2004)
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Medical Team Responsibilities
First-aid trained staff and volunteers
D

Use approved safety equipment and techniques.

D Obtain & wear personal safety equipment including latex gloves.
D Check with Medical Team Leader for assignment.
D
D

D
D
D

Administer appropriate first aid.
Keep accurate records of care given
Continue to assess victims at regular intervals.
Report deaths immediately to Medical Team Leader.
If & when transport is available, do final assessment and document on
triage tag. Keep and file records for reference.
DO NOT SEND WITH VICTIM
Student's Emergency Card must accompany student removed from
campus to receive advanced medical attention. Send emergency out of
area phone number if available.
Staffed with minimum of 2 trained team members, if possible.
One member confirms triage tag category (red, yellow, green) and
directs to proper treatment area. Should take 30 seconds to assess
No treatment takes place here. Assess if not tagged.
Second team member logs victims' names on form and sends forms
to CP as completed.
& Delayed")
Staff with minimum of 2 team members per area, if possible.
One member completes secondary head-to-toe assessment.
Second merrber records information on triage tag and on-site treatment
records.
Follow categories: Immediate, Delayed, Dead
When using 2-way radio, do not use names of injured or dead.

Retum equipment and unused supplies to Logisfos.
Clean up first aid area. Dispose of hazardous waste safely.
Comprete all paperwork and turn into the Documentation Unit.

Job description clipboards
.T:abl,!s & chairs Ground cover/tarps
Staff and student medication from health office
Vests, if available Marking pens
Medical Treatment Victim Log
Quick reference medical guides
Blankets
Adapted from Bellevue School District (2004)
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Medical Branch Morgue
To be assigned by tlze Operations Chie{ifneeded.
D Check with Operations Chief for direction.
D If directed, set up morgue area. Verify:
• Tile, concrete, or other cool floor surface
• Accessible to Coroner's vehicle
• Remote from assembly area
• Security: Keep unauthorized persons out of morgue.
• Maintain respectful attitude.
After pronouncement or detennination of death:
Confirm that the person is actually dead.
Do not move the body until directed by CP.
Do not remove any personal effects from the body.
Personal effects must remain with the body at all times.
As soon as possible, notify Operations Chief, who will notify the
CP, who will attempt to notify law enforcement authorities of the
location and, if known, the identity of the body. They will notify
the Coroner.
Keep accurate records and make available to law enforcement
and/or the Coroner when requested.
Write the following information on two tags.
Name of decedent if known
Date and time found.
Exact location where found and identified how, when, by whom.
Name of person filling out tag.
Attach one tag to body.
If the Coroner's Office will not be able to pick up the body soon,
place body in plastic bag(s) and tape securely to prevent
unwrapping. Securely attach the second tag to the outside of the
bag. Move body to morgue.
Place any additional personal belongings found in a separate
container and label as above. Do not attach to the body store
separately near the body.
After all bodies have been picked up, close down the Morgue.
Return equipment and unused supplies to Logistics.
Clean up area. Dispose of hazardous waste safely.
Complete all paperwork and turn into the Documentation Unit.

Plastic trash bags
Duct tape

Vicks Vapo Rub
Plastic tarps
Stapler
2" cloth tape

Adapted from Bellevue School District (2004)
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Student Care

I

Personnel:

Classroom teachers, substitute teachers, and staff as assigned.

Responsibilities:

Ensure the care and safety of all students on campus except those who are
in the Medical Treatment Area.

Start Up Actions:

D
D
D
D

Wear identification vest if available.
Take job description clipboard, & radio.
Check in with Operations Chief for situation briefing.
Assign personnel to assignments as needed.

STUDENT CARE

Student Care
Reports to:

Operations section Team Leader

Responsibilities:

Supervise & assist students at the evacuation site.
Maintain order & adherence to site emergency plan.
Be alert to students & staff for any physical or mental injuries.
Immediately notify First Aid Team members.
Try to remain calm with a reassuring attitude.
Alert Security immediately if you need assistance.

Location:

Evacuation site.

Equipment:

Identifying vest. Office supplies.

If school is evacuating:
• Verify that the assembly area and routes to it are safe.
• Count or observe the classrooms as they exit, to make sure
that all classes evacuate.
• Initiate the set-up of portable toilet facilities and hand- washing stations.

Operational duties:

D
I

D
D
D
D
D
D
D
D

Monitor the safety and well-being of the students and staff in the
Assembly Area.
Administer minor first aid as needed.
Support the Student Release process by releasing students with
appropriate paperwork.
When necessary, provide water and food to students and staff.
Make arrangements for portable toilets if necessary, ensuring that
students and staff wash their hands thoroughly to prevent disease.
Make arrangements to provide shelter for students and staff.
Arrange activities and keep students reassured.
Update records of the number of students and staff in the assembly
area (or in the buildings).
Direct all requests for information to the PIO.

SEE COMPLETE JOB DESCRIPTIONS NEXT PAGE

Closing Down:

D
D

Equipment/
Supplies

Return equipment and reusable supplies to Logistics.
When authorized by IC, close out all logs. Provide logs and other
relevant documents to the Documentation Unit.

vest
campus 2-way radio
clipboard with job description
ground cover, tarps
first aid kit
water, food, sanitation supplies
student activities: books, games, coloring books, etc.

I
Adapted from Bellevue School District (2004)

Adapted from Bellevue School District (2004)
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Student Care

I

Personnel:

Classroom teachers, substitute teachers, and staff as assigned.

Responsibilities:

Ensure the care and safety of all students on campus except those who are
in the Medical Treatment Area.

Start Up Actions:

D
D
D
D

Wear identification vest if available.
Take job description clipboard, & radio.
Check in with Operations Chief for situation briefing.
Assign personnel to assignments as needed.

STUDENT CARE

Student Care
Reports to:

Operations section Team Leader

Responsibilities:

Supervise & assist students at the evacuation site.
Maintain order & adherence to site emergency plan.
Be alert to students & staff for any physical or mental injuries.
Immediately notify First Aid Team members.
Try to remain calm with a reassuring attitude.
Alert Security immediately if you need assistance.

Location:

Evacuation site.

Equipment:

Identifying vest. Office supplies.

If school is evacuating:
• Verify that the assembly area and routes to it are safe.
• Count or observe the classrooms as they exit, to make sure
that all classes evacuate.
• Initiate the set-up of portable toilet facilities and hand- washing stations.

Operational duties:

D
I

D
D
D
D
D
D
D
D

Monitor the safety and well-being of the students and staff in the
Assembly Area.
Administer minor first aid as needed.
Support the Student Release process by releasing students with
appropriate paperwork.
When necessary, provide water and food to students and staff.
Make arrangements for portable toilets if necessary, ensuring that
students and staff wash their hands thoroughly to prevent disease.
Make arrangements to provide shelter for students and staff.
Arrange activities and keep students reassured.
Update records of the number of students and staff in the assembly
area (or in the buildings).
Direct all requests for information to the PIO.

SEE COMPLETE JOB DESCRIPTIONS NEXT PAGE

Closing Down:

D
D

Equipment/
Supplies

Return equipment and reusable supplies to Logistics.
When authorized by IC, close out all logs. Provide logs and other
relevant documents to the Documentation Unit.

vest
campus 2-way radio
clipboard with job description
ground cover, tarps
first aid kit
water, food, sanitation supplies
student activities: books, games, coloring books, etc.

I
Adapted from Bellevue School District (2004)
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STUDENT RELEASE/PARENT REUNION

Operations section Team Leader

Set up parent/student release area
Maintain order & security of release area
Support & enforce emergency plans by Incident Commander(s)
Release students only to persons on emergency release form

Student release area.
Identifying vest, clipboard, pencil & emergency release forms ..
Office supplies as needed.

Adapted from Bellevue School District (2004)
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Student Release
'<'{/:

lC'.

Sfaff as assigned .
· ':"_ Student Release process is supported by student runners and trained parent volunteers.
:/[Assure the reunification of students with their parents or authorized adult
{through separate Request and Release Gates.

Obtain and wear vest or position identifier, if available.
Check with Operations Chief for assignments
Obtain necessary equipment and fonns from Logistics.
Secure area against unauthorized access. Mark gates with signs.
Set up Request Gate at the main student access gate.
Use alphabetical grouping signs to organize parent requests.
Have Student Release Forms available for parents outside of fence at Request Gate.
~ssign volunteers to assist.
'Set up Release gate some distance from Request Gate.

:;ff~~~How procedures outlined below to ensure the safe reunification
fr;:ofstudents with their parents or guardians.
Refer all requests for information to the Public Information Officer.
"':t,

}l,equesting adult fills out Student Release Form, gives it to staff
· · rnember, and shows identification.
J~taff verifies identification, pulls Emergency Card from file, and
'°c{Y~rifies that the requester is listed on the card.
Cc.{§taff instructs the requester to proceed to the Release Gate.
·. ~unner takes the card with the Student Release Form,
~pd staff files a blank card with the student's name on it in the out
,box. Runner takes form(s) to the designated classroom.

AdaptedJi-om Bellevue School District (2004)
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Student Release

tudent Release Fonn to the teacher

"bx ' "Sent with R111111er."
,',, ,'

· ~er sends parent copy of first aid fonn with the runner.
ent(s) to Release gate.
!'work to release personnel.
student to requester, verify proof of identification, ask requester to fill out and sign the
~tllelease Form, and release student.
Qtice of First Aid Care Given, if applicable.

1
tiriate notation on Student Release Form:
. ever in school that day.
'hMedical Treatment area .
.in school but now cannot be located.
~!ion if known and directs runner accordingly.
:nn1ltiple students and one or more are missing, walk available students to Release Gate
'{forms to CP for verification .
of missing student status and escorted to crisis counselor.
ff\parent should be escorted to Medical Treaiment Area.
>~9sent, parent will be notified by staff member.

.Jd
;J

At the direction of the Operations Chief, return equipment and
unused supplies to Logistics.
Complete all paperwork and tum into the Documentation Unit.
escription clipboards
.Pens, stapler
es) of Emergency Cards
mark Parent Request Gate and Release Gate
alphabetical grouping to organize the parents (A-F, etc.)
boxes to use as out boxes
Student Release Form (copies for every student)

Adapted from Bellevue School District (2004)
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Contact Phone Numbers and Information
DISTRICT NUMBERS
SUPERINTENDENT 456-4172
SECURITY 456-4536
Service (206) 726-2244 (weekdays after 10:00 pm, weekends, and
holidays)
MAINTENANCE 456-4511
TRANSPORTATION 456-4534
WEAPONS HOTLINE 456-4299

SUPPORT NUMBERS
EMERGENCY 911
BELLEVUE POLICE 911
School Services Unit 452-4381
Business 452-6917
BELLEVUE FIRE 911
Fire Investigation 452-6872
Emergency Preparedness 452-6033
POISON INFORMATION CENTER (206) 526-2121
~HILD PROTECTIVE SERVICES (425) 649-4110 (24 hours)
:t,,it·
OVERLAKE HOSPITAL MEDICAL CENTER
Emergency Room (425) 688-5200
. .. ..
ANIMAL CONTROL (206) 296-7387
f.rt TOWING SERVICE (425) 454-7201 Ibsen Towing
§1:T SOUND POWER & LIGHT (888) 225-5773 Repair Service
.'~lilNGTON STATE PATROL (425) 455-7700 Information Line
· ··
School Nurse

P-94
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CHAPTER FIVE
SUMMARY, CONCLUSIONS, AND RECCOMENTDATIONS
Summary
e purpose of this project was to develop a written school safety manual to be
11nett Elementary by teachers, students and parents. The manual served as a

{o strengthen Bennett's current safety procedures and responses. Through the
;fxtensive review of related literature and other pertinent documents, a
· e school safety manual was developed. The emergency response guide
e.manual was written in accordance with the Bellevue School District's
· 'i:ms and was adapted to fit the specific needs of Bennett Elementary. Also
~ comprehensive school safety manual was a safety handbook for parents,

!eachers that included school wide expectations, discipline policies and other
fmation vital to the success of maintaining a productive and safe
"iriate at the school. In the future, this man~al will be assessed and revised
bers of the school safety committee and will be used by new and
of the school to ensure a safe and positive school environment at
for students, staff and parents.
Conclusions
tofthis study, the following conclusions have been made:
~menting an effective school safety plan requires a collaborative effort by
ts, students and staff members.
''.~evelopment and implementation of a site-specific safe school plan is
"';'.'.".·.:>

i;al to the overall safety of the school.

21

22
The safe school plan must be comprehensive and should eliminate physical,
mental and emotional threats to school members.
order for school members to react appropriately during emergency
the expected and appropriate responses to emergency situations
be made available and accessible.
must be opportunities for school members to practice appropriate
to threats of safety in rea\. life or role-playing situations.
a school wide discipline policy is an important component to
preventative safety issues such as violence or bullying among

a safe school environment.
of the school's safety is developed when all members of the school
active responsibility in modeling and maintaining a climate of safety.
and effectively communicating the school safety plan assures that all
miembe1rs are prepared to pre.en! and respond to safety threats.
for a school safety plan to continue to be effective, it must be
revised a minimum of once a year or as needed.
and procedures of the plan must be aligned with the school and
/

safety policies.
Recommendations
safety plan should be focused on creating and sustaining a safe and
learning environment that improves student learning.

23
Bem1ett's complete school safety manual should be made available to all staff
members.
Bennett safety handbook included in the manual should be made
available to parents, students and volunteers.
order for staff to teach, model and communicate safe and appropriate
belm,'10I·s, they should receive ongoing training in current school safety

to threats of safety in situations such as emergency drills, staff
and classroom instruction.
ew staff members should be trained in understanding and implementing the
school safety plan. In addition, continued staff development will be provided
'"'

oensure the maintenance of the plans policies and procedures.

§taff, parents and students should be kept informed of assessment and
"''visions of the safety plan through communication made by the safety
ittee, newsletters, staff/PTA meetings, and the school's website .
.~ool members should have opportunities to provide feedback on the school
fety plan. This can be done during attendance of safety committee meetings
:':?>

i}1sing a suggestion box and questionnaires.
,''

/

CJ!ltinuous methods, such as surveys, interviews, and questionnaires, for
.gllecting information from school members on how to improve the school
~£ety plan should be implemented.

24
The safety committee should review and revise the school safety plan as new
district safety policies or specific

25
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ear Parents.
n effective discipl ine program is esse ntial in the leac hing and learning process.
he staff at Bennell Eleme ntary ha s established an ed ucational enviro nme nt in
hich children ca n comfortabl y learn al thei r ow n level and with max imum
tisfaction . Each student has the right to learn a nd play at Bennett Eleme ntary
ithout disruption o r antagonism from other stude nts.
he staff is committed to teaching and rei nforc ing a ppropriate stude nt behav io r.
ourtesy and respect are practiced by all staff me mbers a nd stude nts. Stude nts are
ncouraged to consistentl y foll ow school rules of conduct, set a positi ve example
r others, and always be conscious of how the ir behavior affects others.
ogether, our goal at Bennett is to ass ure that each c hild achieves s uccess. We
lieve that you, as parents, play an important ro le in hel ping your chil d achieve
ennett's expectations, both academicall y a nd socially.
arents can he lp by understandi ng a nd supporting the four importa nt Bennett
xpectations. Helpi ng c hi ldre n lo learn lo make positi ve choices is a j oint e ffort
etween home and school.
enerall y, playgro und supervisors and classroom teachers administer disci pline;
ut when the situatio n warrants, the princ ipal becomes involved . Paren ts a re not
ecessaril y called on the first proble m. The students are e ncouraged to take
spo nsibili ty fo r the ir actio ns and to learn to meet the rules and expectatio ns of the
chool. W e believe each student has the final responsibili ty fo r the conseq uences
f his/her behavior.

ith your cooperatio n and he lp we can provide a pos itive, producti ve and safe
arning environment for your child.
fter reading and disc ussing the B"ennett Manageme nt Plan with yo ur c hild, please

ign and return the separate fo rm at the beginning o f this booklet to the Bennett
ffice.

hank you fo r your support,

he Bennett Staff

SCHOOL-WIDE EXPECTATIONS
BE RESPONSIBLE- This means following through
on expectations outlined for areas such as assemblies,
lunchroom and playground as well as classroom.
Example: Being on time, dressing appropriately for the
activity and weather and attending school unless ill or
excused.

BE RESPECTFUL- This means being polite and
considerate of others. This includes proper use of
equipment and care of the building. Example:
Following instructions of all school adults; using
respectful language and actions.

BE SAFE- This means working and playing in ways
that prevent harm to yourself and others. Example:
Using equipment properly, playing in designated areas,
sitting on the slide, walking bikes on school grounds
and walking on walkways.

BE KIND- This means treating each other gently. It
means looking for w~ys to help other people. It means
having it be "okay" when someone makes a mistake.
Example: Encourage all students to participate in
activities and games.

LL STAFF will consistently work with
tudents to carefully define the following
chool expectations.

BENNETT EXPECTATIONS
iolation in an Ex ectations will result in the Bennett
hink and Write
Students wearing inappropriate attire will be sent
to the office to change clothes or call parents.
Inappropriate attire may include:
Midriff or halter tops
Sho rt shorts or skirts (they must come below students'
fi ngertips)
Ripped jeans in torso-rear or front
Pan ts/sho rts not secured at waist
Inappropriate slogan s or pictures (alcohol , cigarettes, foul
language, weaponry, sexual innuendoes, etc.)

Students will be held responsible for their behavior
during all PTA/school activities before and after school.
If student misconduct is noted or reported by staff or
parents, the Bennett Management Plan will be enforced.
Plan to arrive at school between 10 to 15 minutes before
the start bell. Students are expected to be in their seats,
ready to learn after the bell rings.
Frequent tardies are disruptive and will result in a
consequence. In order to avoid this, students must
check into the office with a parent or guardian or have
an excused note when late.
·
Students may ride bikes to and from school. According
to Bellevue District policy, a helmet must be worn
when riding a bike to school.

BENNETT EXPECTATIONS (cont.)
6. Bikes must be walked on school property during school
hours.
7. Use only planned safe walking routes when coming to
and going from school. Don' t stop at a friend's house
without a parent's permission.
8. When the bell rings, go directly to class.
9. Stay on school grounds during school hours and observe
defined boundaries. Ask permission to retrieve balls
which go over the fence.
10. Do not bring gum, hard or soft baseballs, trading
cards, any type of play gun or knife, lighters or
matches to school.
11. Electronic devices of any kind are not allowed at
school without permission from staff.
12. Walk quietly through the walkways ..
13. Dress for the weather. We will try to have outside
recess every day. Umbrellas are permitted if used
safely.
14. Use only student assigned restrooms, not staff
restrooms.

Student Responsibility
St dents are responsible to:
u 1. Attend school on a regular basis and to be on time
2. Complete all academic work as assigned
3. Bring appropriate materials to class
4. Obey school/classroom rules
5. Respect the rights of others
6. Be responsible for their own actions
7. Use appropriate language
8. Respect school property
9. Comply with requests of school employees
10. Respect neighbors' property

Student Rights
Students have the right:
1. To an education
2. To be safe at school
3. To receive fair and just treatment from school
staff

Student Privileges
Students have the following privileges:
1.
2.
3.
4.

Recess activities
Classroom celebrations
Class/grades level field trips
Participation in before or after school activities
1. Assemblies

• Report problems with student behavior to
teacher immediately
• Provide students with an "emergency meeting
place" in case of loosing a student
• BE ON TIME FOR ALL CHECK-INS and
DEPARTURE!
Student Responsibility:
• Follow all Bennett School Rules
• Remain close to chaperone
• Follow any directions given by the
chaperone without argument.
• Do not ask chaperone for extra stops,
money, etc.

Consequences
tudent chooses to disobey these rules, consequences will be
:emented in the following steps. If no other incidence of any
d occurs within 20 school days of the last incident, the student
return to the beginning of the plan.
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Incident:
dent will complete their portion of the "Bennett Think and Write
rm" as directed by the supervising staff. One copy w ill be g iven to
teacher, one copy filed w ith the main office, and o ne copy sent
me to the parent for signature and return.
d Incident:
second incident will result in the loss of the p.m. recess. Students
)I again complete their portion of the "Bennett Think and Write
rm" as directed by the supervising staff. One copy w ill be given to
teacher, one copy filed with the main office, and one copy sent
me to the parent for signature and return.

Incident:
ird incident will result in a student, parent, teacher, and principal
ference at which time appropriate consequences will be mutually
ed upon. Possible co nsequences may include in school
pension, short-term home suspension, co mmunity service acts, o r
pus clean up. Students will again complete the ir portion of the
ennett Think and Write Fo1:m" as directed by the supervi sing staff.
e copy will be given to the teacher, o ne copy filed with the main
ice, and one copy sent home to the parent fo r signature and

rn.
havior, which is blatantly disrespectful, noncompliant and/or
eatening, may result in moving directly to the consequences of
'd ent.
3rd,mc1

GENERAL EXPECTATIONS
Students wi ll. ..
A void rough play on the playground (play fighting, wrest! ing,
pushing, kicking, throwing inappropriate items, etc.)
Stay off the walls, out of the woods, off the railings, away from
puddles, shrubbery, etc.
Leave personal belongings such as rad ios, Walk mans, tape
players, Game Boys, hardballs, bats, etc. at home
Speak kindly to others
Not chew gum on the playground or in school buildings
Stay on the playground at recess
Take turns on the equipment
Immediately stop all play and leave the playground when the bell
rings
Respond immediately with respect and courtesy, to instructions
fro m any adults in charge
Not swear

FAIR AND SAFE USE OF EQUIPMENT
AND GROUNDS
Take turns
Ask an adult for help when a ball goes out of the school grounds
Basketball, Soccer, Flag Football; Follow agreed rules-no rough
play
Tether ball: Use hands only- tetherballs should not be kicked, sat
on or used in other inappropriate ways
Jump ropes: Use for jumping only
Slides: One person at a time on the slide, slide forward in the
sitting position only; stay away from the bottom on the slide, no
running or walking up the sides
Big Toy Rules: No running or chasing games in the areas around
or under the Big Toys- no jumping off the Big Toy
Tire Swing: No more than two at a time, sitting only, legs inside,
while waiting for their turn students will wait in two lines: one
fo r pushing and one for riding. You must take 60 sec. Turns.

Playground
ground Behavior
~o not leave playground without permission
Wut of the woods
Never climb fences
Keep hands to yourself
. No throwing (stones, sticks, pinecones, mulch, dirt. etc ... )

undaries
g tires to the end of the soccer field
per soccer/baseball field
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ketball court (5 grade end)
e front of the school is off Iimits
nter walkway is a quiet no play zone
brary is open only during lunch recess

'uries
·uries are dealt with on the pl ayground. Do not go to the office
til the playground teacher has seen you r injury. Return to cl ass
ady to study! The playground teachers will help work through
ayground problems.

rimary Recess
o sitting o n top of the monkey bars
hen playing tag, only play ·two-finger touch

termediate Recess
ootball and tag is also played by two finger touch
bsolutely no tackling
th graders may use basketball court on kindergarten end only

Popular Games
ames must be played using league or P.E. rules. Rules
!mes must be discussed and agreed upon prior to start
!ames. Excluding anyone out of a game is not allowed.
Wall Ball (using a tennis ball): The ball must be thrown
;i;ove the designated line on the wall or you will sit out
a tum. If the ball is thrown at the wall and it hits
someone before it hits the wall, you will also sit out a
tum. DO NOT THROW BALLS WHILE CLASSES
ARE WALKING BY!
. Tag: May be played in the fields only. No tag games
will be allowed in or around the Big Toys, covered walk
ways, or around the building. There is no pushing or
tackling allowed.
Soccer/football/basketball/baseball: No tackling, slide
tackling, pushing, shoving, pulling-like conduct will be
allowed. Only two-handed touch is allowed in football.
Only tennis balls and plastic bats may be used for
softball and baseball games. Soccer balls may be used
only on the fields.
Tether Ball: After three consecutive wins, you must
forfeit your next turn. You may return to the end of the
waiting line.
5. Jump Ropes: Jump ropes are to be used only for
Jumpmg.

ASSEMBLIES
Enter the gym quietly, watching for staff directions
Respond to the appropriate signal- two fingers raised for
quiet and attention
Show appropriate listening behavior by sitting up and
looking at the speaker
Show appropriate appreciation by clapping
Exit quietly, watching for directions from a staff
member

LUNCH
Sit in the lunchroom by class at table with teacher's
name
Sit with feet on the floor and keep hands and feet to self
Be polite to lunchroom staff and follow the lunchroom
rules
Use good table manners
Talk in a soft voice
Raise hand if there are questions
Wait quietly to be dismissed by the lunchroom staff
Remember to put lunch boxes in the classroom basket

STUDENT RECOGNITION
Phone calls and notes will be used to communicate
positive student progress with parents and family
members

Riding the Bus
t. Appropriate behavior must be used while waiting in bus
lines. First arrived is first in line. No eating or drinking
while in bus lines or on the bus.

z. Plan arrival at bus stops about 10 minutes before the bus
arrives.
Do not throw rocks, snowballs, or other objects at the
bus or cars.
When boarding, wait your tum without pushing or
shoving.
5. Choose a seat and remain seated there for the trip. Use
your "inside" voice.
6. If going to a friend's house, bring a note from your
parents for the bus driver. Without permission, students
will not be allowed to ride on the bus.

Homework Policy
)Jennett Elementary School Homework Policy is consistent with
Bellevue School District policy and is to be a guideline for all
classroom teachers and specialists.*

}lomework is defined as work ass igned by teachers for students to
complete o utside of the regular school day. The purpose of
homework is to develop responsibility, provide independent study
and strengthen the collabo ration between parent, teacher and the
child. Homework is required work and students will be held
accountable. The term "homework" does not refer to optional
acti vities or assignments.
Homework could include :
./ practice- reinforcement of learned skills
./ preparation- get read y for upcoming topic of study
./ extension/enrichment- extend, generalize, integrate and
synthesize

For Kindergartners:
./ homework will be given as needed
./ homework, which may include reading, should not exceed 20
minutes per evening

For 1st & 2nd Grades:
./ ho mework is seen as teaching students responsibility and
good study habits
./ ho mework will vary per grade level form 15-30 minutes per
evening
./ homework will include 5-15 minutes of reading
./ reading includes reading to your child and/or listening to your
child read to you

I homework is seen as teaching students responsi bility and
aood study habits/routines as well as practicing and extending
C,

learn ing
; homework varies per grade level form 40-60 minutes
/ homework, including at least 15 minutes of reading, should
not exceed 1 hour per even ing
homework must be returned on due date set forth by the
teacher.
homework not returned on due date w ill result in the student
hav ing an opportunity to complete the assignment at
homework club during first recess
r Special Programs:
./ homework given by specialists cou ld support classroom skill s
./ G.A.T.E. (Gifted and Talented Education) homework is in
addition to the regular classroom homework

Homework Policy Continued

To Be Effective:
Teachers will:
../ Communicate the purpose of homework with students
../ Prepare student for assignments
../ Hold student accountable
../ Acknowledge attempts
../ Communicate clearly with parents about homework
expectations
../ Provide students with feedback on their homework
../ Modify expectations as needed

laY a vital role in developing an ac~ountable and responsible
ho wi ll be successful throughout his/her school career.
asked to support their child)ren.
encouraged to:
et a regular time and place fo r study at home

educe distractions during the study period. For example
etevision, video games and household acti vity can be big
distractions for many students
uild in break. Breaks can increase students' producti vity.
Attention spans vary from child to child
contact the teacher if you have questions or concerns about
homework
Help your child by having some basic homework materials
available at home such as paper, pencils, ruler and dictionary
Give personal encouragement
Support your child's responsibility fo r the actual work
Minimize absences due to vacations
Not use extracurricular activities as an excuse for not
completing homework

Field Trip Policy
Teacher Responsibility:
• Obtain permission from the principal prior to
the field trip
• Review funds and decide on a mode of
transportation for the trip. Double check with
the office assistant prior to making any final
arrangements.
• Provide Bennett Elementary student
permission slip to students (available in the
office). Each student must have the
permission slip signed by a parent or guardian
prior to the field trip. No student will be
allowed on the field trip without a valid
permission slip.
• Provide parent volunteer with field trip
schedule, map, student names in their group
and written behavior expectations and
consequences.
• Verbally outline behavior expectations to
students and chaperones prior to leaving for
the trip.
• If possible, be available to handle any
unanticipated problems that may arise by not
assigning yourself to a group.
Chaperone Responsibility:
• Strictly follow the field trip schedule (no
unapproved stops or deviations).
• Remain close to own group of students to
prevent unsafe, impolite, or inappropriate
behavior.

Absences
Basic Guidelines for Bellevue School District
1. After one unexcused absence, the parent or
guardian must be notified. An unexcused
absence is one which a parent or guardian has not
provided a note or phoned the school informing
within 48 hours.
2. After two unexcused absences, the school must
make personal contact with the parent or
guardian.
3. Ten unexcused absences in a school year, the
district is required to file a petition with the
juvenile court, alleging a violation.
4. Parents who fail to get their children to school
may be fined $25 a day or sentenced to volunteer
in the child's school.
5. Children who refuse to return to school can be
found in contempt of court and sentenced to
community service or a week in juvenile hall.

ellevue School District has a 'Zero tolerance'
policy for the following:
1. Theft/Vandalism
2. Weapons/Drugs
3. Physical assault of staff or students
Consequences for the above will result in
suspension/expulsion as outlined in Bellevue
Public Schools manual

Sexual Harassment Policy
ett has a commitment to maintaining a harassmentenvironment. Bellevue School District policy ensures
we take prompt, equitable action on reports or
vances alleging sexual harassment. Employees have
educated to intervene when sexual harassment
plaints are made involving students. Sexual
sment, as defined below, will not be tolerated at
ett Elementary School.
al harassment is ANY unwanted sexual advance. It is
berate or repeated sexual behavior that is not welcome
not asked for. Thi~ includes actions like flipping up
, shouting obscenities, name calling, teasing and
g dirty jokes as well as touching, grabbing or even
tening sexual contact. Any behavior which makes
identity as a sexual being more important than your
tity as a person is inappropriate and shall be considered
al harassment.

.ir Bennett Parents and Students,
this letter you have received the Bennett Safety Plan.
'e booklet contains rules, consequences, and playground
havior and expectations. Also included is important
ormation on our dress code, sexual harassment, and
endance guidelines.
.
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ASE READ THROUGH THE BENNETT
,\k!AGEMENT PLAN TOGETHER AS A FAMILY
GN AS CONFIRMATION AND RETURN THIS
TTER TO YOUR CHILD'S TEACHER AS SOON AS
SSIBLE.
have read through the Bennett Management Plan and I
,nderstand it. I will do my best to support and follow the
Jlan throughout the entire school year.

tudent Signature: _ _ _ _ _ _ _ _ _ _ __ _ _
>arent Signature:

Jate:

